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0- -

INTRODUCTION

MANAGERIAL AND SUPERVISORY EDUCATIONAL, NEEDS

IN THE BANKING INMUSTRY IN PENNSYLVANIA

The education and training of managers is a major problem of business and

industry today. There are a number of conditions facing business and

industry which indicate the need for this study. Among them are:

1. There is a significant increase in managerial positions and a

resulting increase in the need for managerial education and training.

Managerial positions are increasing faster than the increase in the

total work force. Education is needed to keep up to date and prevent

obsolescence, and must be a continuing process,

2. The rapid growth of managerial knowledge has increased the importance

of disseminating and applying such information,

3. Greater emphasis ia being placed on leadership and motivation in

developing competence and resourcefulness.

4. There is a need for greater emphasis on long-range planning.

5. Companies must operate in increasingly complex and competitive

environments. New skills and abilities are needed for new types

of work, and in today's highly competitive market improved efficiency

becomes more important.

6. Greater emphasis is being placed on international management. The

international aspects of business will beeoue more important for more

companies in the future, as a greater proportion of sales and profits

of many domestic firms comes from abroad.

7. Scientific research and development are necessities for business

growth. The manager must know how to make use of the results of

research.

8. Computer operations and data processing are expanding. Computer

techniques are far in advance of their application by managers.

Continuing Education has undertaken a study of this problem because of the

responsibility of The Pennsylvania State University to the citizens of the

Commonwealth in determining educational needs and in cooperation with other

educational institutions to provide education to meet such needs,
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SURVEY PROCEDURES

This report is a specific segment of a larger study,* and is based on re-

sponses from 259 managers and supervisors from 24 Banks in Pennsylvania.

The survey utilized three questionnaire forms, one for each level of manage-

ment: top management, middle management, and first-line supervison. Each

questionnaire listed courses in a number of managerial areas pertinent to

managerial personnel. The respondents checked one of three choices: "Should

Have," "Could Use," and "Don't Really Need." Top and middle management were

asked to indicate the courses that represented educational needs of those

they supervise in addition to their own needs; this was not asked of first-

line supervision. Middle management and first-line supervision provided

information on their educational background, methods of updating, and company

attitudes toward education; this was not asked of top management.

SUMMARY

Top Management

Of 48 courses listed, seven were checked by 50 percent or more of top

managers as "Should Have." (Page 3)

For those they supervise, 50 percent or more of top managers said 13 courses

were needed. (Page 4)

MiglAjbauturjat

Fifty percent or more of the middle managers expressed a "Should Have" need

for six of 54 listed courses in the area of general management and commu-

nication. (Page 8)

Those supervised by middle management were thought by 50 percent or more of

the managers to need five of the listed courses. (Page 8)

The educational level was good with 29 percent having the bachelor's degree.

Middle managers had used many methods of instruction and sources of infor-

mation for updating, and reported generally favorable attitudes toward

education on the part of their companies. (Pages 15-18)

* Dubin, S.S., Alderman, E., and Harlow, H.L., 1Managerial and Supervisory

Educational Needs of Business and Industry in Pennsylvania," The Pennsyl-

vania State University, 1967. A total of 3,620 managers at three levels

in 250 companies took part in the survey: 705 top managers, 1,202 middle

managers, and 1,713 first-line supervisors. TWenty-two industrial cate-

gories and eight sizes of companies were represented in tho study.
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"Sbould Uave"

Percent

Long-range Planning and Forecasting for Corporate Growth. 72

Overall Strategy and Goals.. ***** . OOOOO 67

Communication in the Organization 64

Management Development O OOOO OOOOOOOOO 61

Impact of Computer Technology . OOOOO OOOOOOO 58

Effective Speaking . . .... OOOOOO 58

Policy Formation, OOO OOOO OO OOOOO 52

3

First-Lisle Supervision

Fifty percent or more of the first-line supervisors reported a "Should Have"

need for one out of 16 courses. (Page 20)

Twenty-four percent of the supervisors had the bachelor's degree. They had

used a variety of methods for updating and many sources of information, and

thought their companies had a favorable attitude toward continuing education.

(Pages 21-25)

TOP MANAGEMENT

In the industrial category of Banks, 58 top managers from 24 companies com-

pleted the questionnaire. Top managers were defined as "senior executives

who direct an enterprise as a whole or who head the major divisions."

Resiponsibility

The questionnaire for top management consisted of 48 suggested courses on

management subjects. These were in the area of:

General Management (14 subjects)

Behavioral Science and Management (6 subjects)

Communications Techniques (4 subjects)

Economics (2 subjects)
Quantitative Methods Applied to Business and Industry (2 subjects)

Industrial Relations and Personnel Management (7 subjects)

Financial Management (4 subjects)

Manufacturing and Production (3 subjects)

Marketing (4 subjects)

International Management (2 subjects)

The courses with a "Should Have" need of 50 percent or more were:



Fifty percent or more of the top managers indicated that those they supervise

needed the following courses:

"Subordinates'
Needs"
Percent

Effective Written Communications OOOOO . OOOOO 94

Effe 'Ave Speaking 85

Effc_tive Reading Skills ........ .. . . . 82

Improving Decision Making of Managers 78

Communication in the Organization 0 73

Listening Skills . . OOOOOOO . OOOOOO 70

Performance Appraisal and Counseling Techniques 69

Working Effectively with /ndividuals end Groups 66

Impact of Computer Technology 63

Human Aspect of Management . . . OOOOO 60

Fundamentals of Financial Reporting and Statement Analysis. 60

Management Development . OOOOO . ***** 59

Management Reporting Systems , 55

Tables 1 through 10 show the e.gtent of the top managers' needs for each

subject listed, ranked according to the "Should Have" response. Also in-

cluded, in the "Subordinates' Needs" column, are the subjects indicated by

top management as being needed by those they supervise,

TABLE 1

GENERAL MANAGEMENT
(N=57)

a1astal.lialg21
Percent

Long-range Planning and Fore-

"Should Have"

And Polild Use"

"Subordinates'

Needs"

Percent Percent

casting for Corporate Growth 72 95 28

Overall Strategy and Goals . . 67 92 35

Impact of Computer Technology. 58 86 63

Policy Formation . . . . . . . 52 88 39

Management Reporting Systems 38 78 55

Industrial Organization and

Adminis tration It 37 72 33

Effective Utilization of Man-
power Resources and Allocation 36 68 34

Improving Decision Baking of

Managers . . . 35 83 78

Managing Major Change in

Organizations***** . 26 64 19

Management of Research and

Development , 23 56 31

Impact of Science and Technology
on Business Management . 23 55 30

Impact of Governmant Legislation
and Controls on Business . 22 55 15

Ethical Considerations inBusiness 21 59 35

Impact of Multinational Aspects
of Planning and Control. . . 2 10 6
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TABLE 2

BEHAVIORAL SCIENCE AND MANAGEMENT

(N=55)

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent

Communication in the

Percent Percent

Organization 64 97 73

Working Effively with
Individuals and Groups . . 49 85 66

Managerial Motivation. . 44 83 48

Human Aspect of Management . . 38 78 60

Political, Social, and Cultural
Trends and Their Impact on

Business Managemart . 24 71 37

Creativity and Innovation. . . 23 52 33

TABLE 3

COMMUNICATIONS TECHNIQUES
(N=55)

"qhould Have"

Percent

"Should Have"
and "Could Ilse"

Percent

"Subordinates'

Percent

Effective Speaking . 58 78 85

Effective Written Communications 46 84 94

Listening Skills . 42 78 70

Effective Reading Skills . 34 74 82

TABLE 4

ECONOMICS

(N=53)

"Should Have"
"Shouldatia2 and "gould Use"

Percent Percent

Economic Trends , OOOO 45
Comparative Economic Systems 15

TABLE 5

71

47

QUANTITATIVE METHODS APPLIED TO BUSINESS AND INDUSTRY
(N=47)

"Subordinates'

Percent

30

19

"Should Have" "Subordinates'

'Plould Have" gmg.:0210..ple Needs"

Percent Percent Percent

Statistical Decision Theory. . 28

Survey Ccurse on Quantitative

54 34

Methods 18 56 24

5



TABLE 6

INDUSTRIAL RELATIONS AND PERSONNEL MANAGEMENT

(N°52)

"Stiould pave"

"Should Have"
and "Could Use"

"Subordinates'

Percent Percent Percent

Management Development . . 61 81 59

Performance Appraisal and

Counseling Techniques 0 0 47 74 69

Incentives ... OOOOO 38 65 40

Criteria and Selection of

Personnel 33 68 49

Personnel Policy Affecting Wage

and Salary Structure 25 58 31

Personnel Policy Affecting
Labor-Management Relations . . 19 42 23

Personnel Policy Affecting

Employment Practices 19 40 21

TABLE 7

FINANCIAL MANAGEMENT
(N=53)

"Should Have" "Subordinates'

2§1221Lailt: *Id "Gould Use" Needs"

Percent Percent Percent

Fundamentals of Financial
Reporting and Statement

Analysis 43 69 60

Financial Planning and Fore-

casting OOOOOO ... 41 63 27

Capital Budgeting OOOOO 33 56 27

Managerial Accounting and

Budgeting OOOOO . 31 72 39

TABLE 8

MANUFACTURING AND PRODUCTION

(N=46)

"Should Have" "Subordinates'

"ShouldRave" and "Could Use" Needs"

Perc.at Percent Percent

Planning and Utilization of

Physical Facilities 9 24 13

Operations Planning and Control. 7 27 16

Operations Research Applied to

Production . . . . 0 16 14
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TABLE 9

MARKETING
(=49)

"Should Have" "Subordinates'

"Should Have" ond "Could Use" Needs"

Percent Percent Percent

Marketing Research , .... 43 70 33

Production Planning 18 36 27

Pricing.. 14 41 11

Logistics Planning...... 2 16 7

TABLE 10

INTERNATIONAL MANAGEMENT
(Nm46)

"Should Have" "Subordinates'

"Shepld Have" 041.1121110.12i1 .--Ng1412___
Percent Percent Percent

International Understanding. . . 11 44 15

International Economic Analysis. 9 32 11

7



:AIDDLE ilAVAGEaS

In the industrial category of Banks, 89 middle managers from 24 companies

completed the questionnaire. Niddle managers were defined as "personnel

assigned to executive duties ill tne area between senior executives and

supervisors.

Educational Needs Within Areas of Managerial Replonsibility

The six areas of the questionnaire answered by all middle managers were as

follows:

General Management (13 subjects)

Behavioral Science and iianagement (7 subjects)

Communications (7 subjects)

Economics (8 subjects)
Quantitative Atthods Applied to Business and Industry (15 subjects)

Computer Operations and Data Processing (4 subjects)

Managers were asked to indicate which of the 54 courses listed in the ques-

tionnaire they "Should Have,- "Could Uses or Don't aeally Need." They

were also asked to indicate the courses needed by those they supervise.

The following courses were rated "Should Have by 50 percent or more of the

middle managers;
'Should Have"

Percent

Management Development '64

Borking Efficiently with Individuals 63

Supervisory Training and Employee Developmeat 59

Effective Communication in the Organization . . . 59

Performance Appraisal and Counseling Techniques 51

Business Letter Writing 50

Fifty percent or more of the middle managers thought that those they super-

vise needed the following courses:

"Subordinates'
Needs:*

Percent

Business Letter Writing 59

Working Efficiently with Individuals 56

Supervisory Training and Employee Development 54

Oral Presentation of :aeporta 51

Listening Skills 50

8



The tables following, 11 through 16 present the data on the six general areas

of managerial responsibility which were ansvered by all the middle managers

in the Banking cateaory.

TABLE 11

GENERAL MANAGEMENT
(Nsi89)

"Shoujdloye"
Percent

"Should Have"
AO "Could Use':

"Subordinates'
jNeeds"

Percent Percent

Management Development . 64 93 37

Working Efficiently with

Individuals . . 63 93 56

Supervisory Training and

Employee Development . 59 89 54

Performance Appraisal and

Counseling Techniques 51 84 41

Criteria and Selection of
Personnel for Promotion . . 45 81 32

Principles and Analysis of

Office Systems 33 69 25

Analyzing Organizational

Behavior # 32 72

Impact of Computer Technology. 20 62 23

Lonvrange Planning and Fore-
casting for Corporate Growth 29 73 13

Impact of Government Legislation

and Controls on Business 21 69 17

The Application of /nformetion
Technology on Decision Making. 21 51 15

Effective Utilization of Man-

power Resources and Allocation 15 53 15

Impact of Science and Technology

on Business Management . 8 33 11

TABLE 12

BEHAVIORAL SCIENCE AND MANAGEMENT

(N*83)

Mave"

'Should Have"

And "Could Ilse"

"Subordinates'
Needs"

Percent Percent Percent

Human Aspect of Management 34 76 27

Understanding Group Interaction

and Behavior . , . 32 60 28

Management Psychology. . . . 30 78 22

Creativity and Innovation. . . . 19 49 18

/mpact of Consumer Behavior on

Management 17 50 14

Industrial Sociology . . . 10 49 6

Social and Cultural Trends and

Their Impact on Business

Management , 0 * 10 46 11

9



TABLE 13

COMMUNICATION
(N=83)

"Should Have" "Subordinates'

"Shotildjave" and "Could Use" Need,"

Percent Percent Percent

Effective Communication in

the Organization . 0 4 59 87 48

Business Letter Writing ...., 50 89 59

Effective Reading Skills 49 78 49

Effective Report Writing 48 79 41

Oral Presentation of Reports 46 87 51

Listening Skills . . 37 77 50

Conference Leadership. . . . 25 59 27

TABLE 14

ECONOMICS
(N*81)

"Shom14 ftve"

"Should Have"

and "Colld Use"

"Subordinates'
needs"

Percent Percent Percent

Economic Trends, 36 74 17

Fundamentals of Economics. . 33 64 26

The Economic Systems of the

United States. 20 61 19

Economics of Production and Cost 9 36 11

Comparative Economic Systems 8 43 14

The Price Mechanimn. 8 42 9

International Economics. . , . . 4 31 11

Economics of Technology and

Innovation . . . . . 1 31 6

10



TABLE 15

QUANTITATIVE METHODS APPLIED TO BUSTNESS AND INDUSTRY

(N6282)

"Should 4eve"

"Should Have"
and "Could Uge"

"Subordinates'
Nqe4s"

Percent

Improving Decision Making of

Percent Percent

Menagers 27 75 21

Review of Basic Mathematics . . . 23 54 36

Statistical Decision Theory. , . 16 50 15

Replacement Management 16 48 11

Statistical Procedures and

Methods. 16 39 14

Applying Program Evaluation and
Review Techniques (PERT) . . . 9 40 8

Waiting Lines. OOOOO 8 18 3

Probability Theory OOOOO 4 20 6

Inventory Management 004 4 16 4

Linear Programming 3 14

Analytic Geometry 3 14 3

Matrix Algebra . 3 7 1

Dynamic Programming. OOOOO 1 18 5

Calculus of Infinite Series, .

Calculus of Finite Differences

0

0

4
3

1

1

TABLE 16

COMPUTER OPERATIONS AND UT& PROCESSING
(N*79)

"Should Have"

"Should Have"
and "Could Vse"

"Subordinates'

Reeds"

Percent Percent Percent

Data Systems and Processing 37 79 36

Applying the Computer to
Problems of Business and

Hanagement OOOOO 33 72 29

Fundamentals of Programming for
Computer Operations 19 59 29

Mathematics for DigitalComputerse SO 8 33 13

11



If the manager's area of major responsibility was not included in the prece-
ding six, he was asked to complete the one of seven additional areas that
most closely corresponded to his special field of work. These were:

Industrial Relations and Personnel Management (8 subjects)

Financial Management (6 subjects)

Manufacturing and Production (10 subjects)

Marketing (9 subjects)

Sales Management (5 subjects)

International Management (10 subjects)

Research and Development (5 subjects)

The following tables, 17 through 23, show the responses.

TABLE 17

INDUSTRIAL REIATIONS AND PERSONNEL MANAGEMENT
(N*340)

"Should Have"
"Should Have"

and "Could Use"

"Subordinatea'
....11easf___

PercentPercent

Job Analysis and Job Evaluation

Percent

MethodsOOOOOOO 42 81 13

Recruiting, Interviewing,
Selection, Assessment of
Personnel and Promotion. . 40 68 13

In-plant Trainingo OOOO . 37 68 20

Maintaining Efficient and Up-To-
Date Personnel Records . . . 28 50 14

Salary and Wage Administration 25 61 14

Employee Benefit Plans . 24 53 12

Management and Labor Relations 9 23 3

Industri,:l Safety and Medical

Services OOOOO 3 17 9

TABLE 18

FINANCIAL MANAGEMENT
(N=49)

"Shoulsi Have"

Percent

Fundamentals of Financial
Reporting and Statement

"Should Have"

and "Could Use"

"Subordinates'

Needs"
Percent Percent

Analysis , . 53 94 31

Financial Planning and Fore-
casting. 53 83 23

Taxes . 2 WOW WO 43 78 15

Budgets 0 OOOOO 41 75 32

Managerial Accounting. . 39 73 20

New Developments in Equipment
Replacement Policy 19 55 10

12



TABLE 19

MANUFACTURING AND PRODUCTION
(N=19)

"Mould Have" "Subordinates'

abolaillayeL and "Qould Use" peeds"
Percent Percent Percent

Automation.. 22 44 6

Methods Analysis end Work
Simplification.. 16 48 11

Value Analysis . 11 22 0

Quality Control . 7 7 7

Organization and Management of
Purchasing Operations. 6 25 0

Materials Handling . 6 12 0

Production Planning and Control

Management OOOOO . 0 24 0

Engineering Economy 0 18 0

Maintenance Planning and Control 0 7 0

Inventory Management 0 6 0

TABLE 20

MARKETING
(N=21)

"Should Have"
"Should Have"

ond "Could use"
"Subordinates'

Needs"
Percent Percent Percent

Marketing Research . . 33 47 14

Fundamentals of Marketing. . . 15 45 15

Marketing Management . 11 50 17

Product Planning .. OOOOO . 11 22 17

Fundamentals of Pricing. . . . . 11 17 11

Application of Management
Science and Computers to
Marketing Problems . . . . . 6 35 18

Physical Distribution Methods. 6 12 6

No managers reported any degree of need for two other courses for themselves
or for those they supervise.
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TABLE 21

SALES MANAGEMENT

(N=24)

"Should Have

'Should Have.

and -Could Use

"Subordinates'
Needs"

Percent Percent Percent

Lotivating Salesmen 29 58 17

Training of Field Salesmen . . . 13 36 18

Supervision of Field Salesmen. 14 33 14

Selection and Evaluation of

Field Salesmen 11 32 5

Compensation of Field Salesmen . 10 25 5

TABLE 22

INTERNATIONAL MANAGEKENT
(N=16)

'Should Have

'Should Rave'

and 'Could Used

'Subordinates'
Needs"

Percent

Sources of Funds: Financing

Percent Percent

of Dayto-Day Transactions . . 13 51 6

Honetary Exchange Problems . . . 7 28 0

British Commonwealth, United
Nations, including Inter-
national lionetary Fund and

World Bank and Their aole in
World Trade. . . . . 0 27 0

United States Foreign Economic

Policy 0 21 0

International Understanding. . , 0 20 0

International Economic

Organizations 0 13 0

Commercial Policy and Trade

Control 0 7 0

International Economic Analysis. 0 7 0

None of the managers indiceled any degree of need for two other courses for

themselves or for those they supervise.

TABLE 23

aESEARCH AND DEVELOMENT
(N=16)

'Should Have.'

"Should Have'
and Tc.ipad Uses

"Subordinates'
Needs"

Percent

Supervision and Ilanagement of

Percent Percent

Research Services . .... . 7 20 0

Guidelines for Selecting and
Appraising New Projects. . . 0 25 6

Building Research and
Development Teams 0 21 0

Evaluation of the Research and

Development Programs 0 14 14

Planning Budgeting and Control

of Projects 0 14 7

14



Bach/rola Jaime ciaLof piddle ManaRers

Personal, Educational, and Professional Background

Thirty-nine percent (IN=35) of the middle managers were 40 years of age

or younger. This means that they have at least 25 more years of pro-

ductive employment. Ninety-seven percent (N=86) had completed high

school, 30 percent (N=27) had the bachelor's degree, and two percent

(Nm2) had the master's degree. No one had the doctorate. Twenty-nine

percent (N026) went to business school and two percent (V=2) went to

trade school. The major fields of study for the undergraduate and

graduate degrees are given below!

TABLE 24

MAJOR FIELDS OF STUDY OF COLLEGE GRADUATES

Number Number

bachelor's Hasteek

Business Administration . 15 0

Law. ***** 1 0

Liberal Arts . 0 . 9 1

Other (not specified). , . . 2 1

Total . . . 4. 27 2

The major areas of work for the middle managers in banks are shown

below:

TABLE 25

MAJOR AREAS OF WORK

Number Percent

$anaaers Managers,

Administration . 0 35 42

Finance.......... 44 51

Marketing and Sales . 3 3

Purchasing and Procurement 1 1

Service (yard and labor personnel,

etc.). .. .. 1

Other (not specified) . . . 2

Total 41

15

1

2

86 100



Methods of Updating

Seventy percent (N=60) of the middle managers would take a credit

course and 78 percent (N=69) would take a non-credit course if they

were offered locally.

One manager was currently enrolled for the bachelor's degree. Ten

planned to enroll: three for the associate degree, two for the

bachelor's degree and five for the master's, Seven managers planned

to study business administration, one law, one liberal arts, and two

in other fields which were not specified.

Sixty-one percent had no plans for further degree work and their

reasons are given below:

TABLE 26

RELSONS FOR NOT UNDERTAKING ADDITIONAL FORMAL EDUCATION

Number
Mana2exs

Percent

Managers

Don't have the time 0 0 14 26

Job demands no more education 6 11

Cannot afford it. . . 5 9

Can do better on my own . . o. 4 7

Not interested, . , . 4 7

Live too far from educational center. . . . . 1 2

Not a high school graduate . . . . 1 2

Other (not specified) 19 36Total.. 54 100

Middle managers had used a variety of educational methods for updating

within the past four years.

TABLE 27

EDUCATIONAL METHODS USED FOR UPDATING WITHIN THE PAST FOUR YEARS

(N=89)

Attendance at regional or national meetings

Number
Managers

Percent

bAnagers

of professional societies . 0 49 55

Workshops or seminars on managerial topics. 46 52

Company in-service training courses . 33 37

Managerial development within company . . . 18 20

Correspondence courses ***** 0 15 17

Short refresher courses at colleges or

universities . 0 13 15

Workshops or seminars in liberal arts or

humanities . . 0 0 4 4
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Many sources of information were used by the middle managers to keep

up with new developments. Table 28 lists these sources.

TABLE 28

SOURCES OF INFORMATION USED IN UPDATING
(N=87)

Percent

a)
N -4

1-1 4.)
u u

a)
1-1
Aa) 0

mi-4
O ai 14 0 sr4
ai to A u co

* ca o ro P
Cr iI >1 Z

cu CD 0). 0 (1) P w 0
CO $4 P C13 01 CI) 0 4-I

Discussion with company personnel

0 P4

(informal or formal) 59 34 6 1 0

In-plant reports and bulletins 51 27 6 6 10

Business reports 50 40 7 2 1

Subordinate-superior discussions or

meetings . OOOOO 42 44 11 2 1

Lectures, conferences, workshops

and seminars 28 40 17 8 7

Management journals OOOOO 27 48 13 8 4

Professional society meetings 26 29 30 13 2

Company in-service courses . 19 24 13 26 18

Technical books, reports, abstracts

and indexesOOOOOOO . 16 33 23 24 4

Scientific and technical journals. 11 29 15 42 3

Manufacturer's literature. . . . . 9 24 37 29 1

Use of consultants. OOOOO 6 23 29 37 5

College-university evening courses 3 10 10 67 10

College-university day courses . 0 3 7 83 7



rliddle managers responded to a listing of seven educational media

other than classroom instruction, through which they would take
courses. Their replies follow:

TABLE 29

PREFERENCE FOR NEDIA OF COURSE PRESENTATION
(N=89)

Number
Manasers

Percent
Managers

Programmed instruction 41 46

Correspondence courses 33 37

Educational television 26 29

Courses recorded on tapes 11 12

Courses recorded on records 10 11

Two-way telephone courses 5 6

Two-way radio courses 2 2

Other (not specified) 4 4

Company Attitudes Toward Education

Of the 83 managers responding to a question on the attitudes of their
immediate superior toward continuing their education, 61 percent (N=51)
said the superior encouraged them and 37 percent (N=31) said the sup-
erior was noncommittal. One person said the superior discouraged him.

iliddle managers reported their perception of company attitudes toward
participation in professional and educational activities.

TABLE 30

MANAGERS PERCEPTION OF CONPANY POLICY
TOWAR1; PROFESSIONAL DEVELOPMENT

(N=84)

Encourases Noncommittal Discourages DO Not Know
Percent Percent Percent Percent

Attend professional
meetings 92 7 0 1

Hold office in professional
societies 37 12 0 I

Attend company training
courses 87 4 0 9

Attend workshops or seminars
away from the company. . . 86 10 0 4

Enroll for advanced work . . 77 16 0 7

Write technical and
professional papers. . . . 41 29 0 30

Lducational leave of absence 16 23 0
u 53



Sixty-one percent of the middle managers were employed by companies
which provided in-service training; 34 percent were not, and five

percent did not know. Forty-one percent said the training was entirely

on company time, 31 percent said it was partly on company time, 15

percent said it was not on company time, and 13 percent did not know.

Eighty-four percent reported that their company had an educational

assistan-e plan. Fifteen percent said it did not and one percent did not

know. Fifty-nine percent said the course had to be Job-related in order

to qualify for financial assistance.

The proportion of tuition paid by the company is shown below:

TABLE 31

PROPORTION OF TUITION PAID

Number
Managers

All or almost all OOOOOOOOO 56

About 3/4 OOOOOOOOOOOO 2

About 2/3 J e OOOOOOOOOOOOO 0

About 1/2 OOOOOOOOO 1

About 1/3 OOOOO 1

Less than 1/3 4 OOOOO 2

Don't know.OO 0 OO OOOOO 4

Total II OOOOO 0 66

The following table shows the maximum amount of tuition paid per year

by the companies for which the middle managers work.

TABLE 32

MAXIMUM AMOUNT OF TUITION
PAID PER YEAR

Number

raRABILE

More than $300 . . OOOOOOOOOO 21

251 - 300 OOOOOOOOOO 2

201 - 250 . . OOOOO 0

151 - 200 0

101 150 OOOOO OOOOOOO 1

51 - 100 OOOOOOO 3

50 or less . OOOOOOOOOOO 8

Don't know fell 31

Total OOOOO 66
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When asked about the effect of available company educational assistance

in motivating them to undertake further education, 52 percent of the

middle managers said it had strongly encouraged them, 25 percent said

it had partially influenced them, and 22 percent said it had no effect.

There is an inconsistency here: while 77 percent said the availability

of aid motivated them to some extent, only one person was actually

enrolled and ten were planning to enroll,

FIRST-LINE SUPERVISION

In the industrial category of Banks, 112 first-line supervisors from 24

companies completed the questionnaire, Yirst-line supervisors were defined

as "those whose major activities have to do with supervisory and foreman

activities," The supervisors responded to a listing of 16 course titles in

the area of supervisory responsibility. They provided information on their

personal, educational, and professional background, methods of updating and

company attitudes toward education.

Educational Needs_

The 112 first-line supervisors in the category of Banks were asked to indicate

which of the 16 courses listed in the questionnaire they "Should Haves; "Could

Use," or "Don't Really Need." The one course rated "Should Have" by 50 per-

cent or more of the supervisors was Fundamentals of the Supervisor's Job,

58 percent.

Table 33 gives the "Should Have" and the combined "Should Have" and Itould

Use" needs for the entire listing of 16 courses, according to four groupings,



TABLE 33

FIRST-LINE SUPERVISION TRA/NING NEEDS
(N=110)

Principles of Sunervision

"Should Have"
"Should Have"

and "Could use"
No, 7. No, 7.

Fundamentals of the Supervisor's Job . . 64 58 99 90
Decision Making 51 48 88 83
The Tools and Techniques of Effective

Supervision. . . . 51 47 84 78
Supervisor's Role in Employee Discipline , 44 42 85 81
Inter-Departmental Cooperation 36 34 82 78
Supervisor's Role in Company Economics . . 30 29 78 75

Emolovee Training and Evaluation

Evaluation of Employee Performance . . 45 42 87 81
Employee Training. ***** 41 39 73 69
Safety ********** 7 7 29 29

The Superylsor and the Union

Grievance Procedure and Arbitration. , . , 10 10 41 40
Labor Relations Legislation, , * ***** 2 2 13 13
Labor Relations. . . , . . OOOOO 1 1 11 11

Develoolla Those We §upervise

Human Aspect of Management. OOOOOO 50 47 90 84
Leadership . 49 45 88 81
Communications 39 38 77 75
Developing the Work Team 38 36 73 69

Back2round Information of First Line Supervisors

Personal, Educational, and Professional Background

Sixty-two percent (N=69) of the first-line supervisors were 40 years
of age or younger, Ninety-six percent (N=107) were high school
graduates, and 24 percent (N=27) had the bachelor's degree. One
person had the master's degree and one had the doctorate. Twenty
percent (N=22) had gone to business school and four percent (N=4)
to trade school. The major fields of study are indicated in the
following table.
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TABLE 34
klAJOR FIELDS OF STUDY OF COLLEGE GRADUATES

Number
Bachelor's

Number
Master's

Number
Doctor's

Agriculture 1 0 0

Business Administration . 16 0 0

Education 1 0 0

Liberal Arts 6 1 1

Other (not specified. . . 3 0 0

Total 27 1 1

The major areas of work for the first-line supervisors in Banks are
shown in the following table:

TABLE 35
tiAJOR AREAS OF WORK

Number Percent
Supervisors Lipervisors

Administration 33 31

Finance 59 56

Aaintenance 1 1

Narketing and Sales . . . . 1 1

Production control -
Records 3 3

Purchasing and Procurement. 2 2

Other (not specified) . 6 6

Total 105 100

hethods of Updating

Sixty-six percent (N=71) of the first-line supervisors would take
a credit course and 73 percent (N=81) would take a non-credit course
if they were offered locally.

Six of the supervisors were currently enrolled in a degree program,
five for the bachelor's degree and one for the doctorate. Seven

planned to enroll, two for the associate degree, four for the bachelor's
and one for the master's. The major fields of study preferred were:
11 in business administration and one in liberal arts.

For the 80 supervisors who did not have plans for further formal edu-
cation, the following reasons were indicated:



TABLE 36

REASONS FOR NOT UiiviRTAKING ADDITIONAL FORNAL EDUCATION

Number Percent

Supervisors Supervisors

Don't have the time 26 33
Cannot afford it 17 21
Job demands no more education 11 14
Not interested 5 6

Not a high school graduate 4 5

Live too far from educational center 4 5

Can do better on my own 1 1
Other (not specified) 12 15

Total ao 100

First-line supervisors had used a variety of educational methods for
updating within the past four years.

TABLE 37

EDUCATIONAL METHODS USED FOR UPDATING WIThIN THE PAST FOUR YEARS
(N*111)

Number Percent
Supervisors Supervisors

Attendance at regional or national
meetiags of professioual societies. . . 42 38

Company in-service training courses 40 36

Workshops or seminars on managerial topics. 40 36
Correspondence courses 22 20

Short refresher courses at colleges or
universities 15 14

lianagerial development within company . . 13 12

Workshops or seminars in liberal arts or
humanities

high school courses to improve job
performance

6

5

5

5

The sources of information used by first-line supervisors in keeping
up to date with new developments are shown in the following table:
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TABLE 38

SOURCES OF INFORMATION USED IN UPDATING
(N=104)

Percent

,
.-4
4.1

0
W
0
040 0

0 14
0 44

0
00
0
kW0
> M
44 0

14
W W
Pp r4

41
W 4.1
al 44
0 I-4

4.1
0
Z 00 0A 0

0
...4
.0

0 M
0 vi0
'V P
0
0 44
r: F4

Discussions with company per-
sonnel (informal or formal) . . . 53 37 5 2 3

In-plant reports and bulletins . . . 42 30 10 10 8

Subordinate-superior discussions
or meetings 34 42 18 3 3

Lectures, conferences, workshops,

and seminars . 27 37 17 11 8

Business reports 24 52 10 11 3

Management journals 23 37 19 13 8

Company in-service courses q 17 29 15 19 20

Professional society meetings . 13 38 9 35 5

Manufacturer's literature . 13 14 24 46 3

College-university evening courses 13 8 7 59 12

Use of consultants 10 18 23 42 7

Technical books, reports, abstracts,
and indexes 9 26 30 33 2

Scientific and technical journals. . 7 16 24 51 2

College-university day courses , 1 2 2 89 6

First-line supervisors checked a listing of seven educational media,
which did not include formal classroom instruction, to show their
preference for media of course presentation.

TABLE 39

PREFERENCE FOR MEDIA OF COURSE PRESENTATION
(N=111)

Number
lupervisors

Percent
Supervisors

Programmed instruction 61 55

Correspondence courses 60 54

Educational television 32 29

Courses recorded on records 26 23

Courses recorded on tapes 20 18

Two-way telephone courses 11 10

Two-way radio courses 6 5

Other (not specified) . 6 5
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Company Attitudes Toward Education

A total of 104 first-line supervisors responded to a question on the

attitude of their immediate superior toward continuing their education.
Sixty-seven percent (N=70) said the superior encouraged them; 32
percent said he was noncommittal; and one individual said he discouraged

him.

The attitude of the company as perceived by first-line supervisors
toward participation in educational and professional activities is

reported in the following table. The high percent who did not know

company policy on educational leave of absence indicates either lack

of policy or lack of communication.

TABLE 40

SUPERVISORS' PERCEPTION OF COMPANY
POLICY TOWARD PROFESSIONAL DEVELOPMENT

(N=105)

Enomma poncommittal Discourages

Percent Percent Percent Percent

Attend company training
courses OOOOO 94 3 0 3

Attend professional
meetings OOOOOO . 87 4 0 9

Hold office in profes-
sional societies . . 87 5 0 8

Attend seminars or
workshops away from
the company . . . 83 5 2 10

Enroll for advanced work 68 12 3 17

Write technical and pro-

fessional papers 39 15 2 44

Educational leave of

absence 19 11 10 60

Sixty-four percent of the supervisors were employed by companies which
provided in-service training; 30 percent said their company did not

provide it and six percent did not know. TWenty-nine percent said

the training was completely on company time, 23 percent said it was
partly on company time, 33 percent said it was entirely on the men's

own time, and 15 percent did not know.

Seventy-five percent reported that their company had an educational

assistance plan; 18 percent said it did not, and six percent did not
know. Fifty-five percent said the course must be job-related in order

to qualify for educational assistance.
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The proportion of tuition paid by the company is shown in the table

below:

TABLE 41

PROPORTION OF TUITION PAID

Number
§upervisors

All or almost all 63

About 3/4 8

About 2/3 0

About 1/2OOOOOO OOOOOOOOO 0

About 1/3 1

Less than 1/3 1

Don't know 2

Total 75

Table 42 shows the maximum amount of tuition paid per year by the
companies employing the first-line supervisors.

TABLE 42

MAXIMUM AMOUNT OF TUITION
PAID PER YEAR

Number
Supervisors

More than $300 18

251 - 300 1

201 - 250 0

151 - 200 1

101 - 150 0

51 - 100 7

50 or less 6

Don't know 40

Total 73



When asked what the effect of available financial assistance was on
their motivation to undertake further education, 53 percent of the
supervisors said it strongly encouraged them, 30 percent said it
partially influenced them, and 17 percent said it had no effect.
The same inconsistency that was noted for the middle managers applies

to the supervisors: while 83 percent said that the availability of
financial aid had motivated them to some extent to undertake additional

education, only six of the litrespondents were actually enrolled and
seven were planning to enroll.

COMPARISON OF NEEDS OF MANAGERS AND SUPERVISORS IN BANKS WITH THOSE OF

MANAGERS AND SUPERVISORS IN TOM, REPORT

The educational needs of managIrs and supervisors in the industrial category
of Banks as compared with needs of those in business and industry as seen

in the total report, 1Managerial and Supervisory Educational Needs of
Business and Indubtry in Pennsylvania," were quite similar.

Too Management

Of the 48 subjects listed, the following were indicated as "Should Have"

needs by 50 percent or more of the top managers:

"Should Have"

Percent

Total
panics, Report

Long-range Planning and Forecasting for
Corporate Growth . . OOOOOOOO .

N=58

72

N=705

50

Overall Strategy and Goals 67 50

Communication in the Organization 64 59

Management Development . . 61 53

Effective Speaking .. .. 58 50

Impact of Computer Technology . . . . . . . 58 *

Policy Formation . OOOOO OOOOO 52 *

Effective Written Communications . . . OOOOO . .
* 50

* Less than 50 percent
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Fifty percent or more of the top managers thought that those they supervise
needed the following subjects:

"Subordinates'
Needs"
Percent

Total
Amila Report

Effective Written Communications
Effective Speaking

N=58

94

85

N=705

74

67

Effective Reading Skills OOOOOOOO . 82 62

Improving Decision Making of Managers. . . OOO OO 78 54

Communication in the Organization 73 65Listening Skills . OOO 70 62

Performance Appraisal and Counseling Techniques. 69 57

Working Effectively with Individuals and Groups. 66 66

Impact of Computer Technology 63
Human Aspect of Management . OO OOOOOOO . . 60 54

Fundamentals of Financial Reporting and Statement
Analysis . J OOOOOOOOOOOOO 60

Management Development 59 56

Management Reporting Systems 55

* Less than 50 percent

Middle Manaeepient

Of the 54 subjects listed, fifty percent or more of the middle managers in
Banks and in the total report indicated a "Should Have" need for the following:

"Shogld Have"

Percent

Total
Banks Report,

N=89 N=1,202

Management Development OOOOOOOOO . . . 64 66
Working Efficiently with Individuals 63 65
Effective Communication in the Organization 59 64
Supervisory Training and Employee Development 59 53
Performance Appraisal and Counseling Techniques. . . . 51

Business Letter Writing OOOOOOOOOOO 50

* Less than 50 percent
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Subjects which 50 percent or more of the middle managers thought represented
educational needs of those they supervise were:

"Subordinates'

Needs"
Percent

Total

BEAL RI=

Business Letter Writing. OOOOO . OOOOO .

N=89

59

N=1,202

Working Efficiently with Individuals.. OOOO 56 62

Supervisory Training and Employee Development 54 61

Oral Presentation of Reports 51

Listening Skills . OOOOOOOOOO . OOO OO 50 50

Effective Communication in the Organization 56

* Less than 50 percent

First-Line Supervision

Fifty percent or more of the first-line supervisors said they "Should Have"
the following of a listing of 16 subjects:

"Should Italie"

Percent

Total
Banks Report

N=112 N=1,713

Fundamentr.ls of the Supervisor's Job .58 64

Leadership * 57

The Tools and Techniques of Effective Supervision. . * 55

Decision Making * 54

Human Aspect of Management * 53

Communications OOOOOOOOOO . OOOOO . . . * 51

* Less than 50 percent
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RECOriENDATIONS

For the total report,'Nanagerial and Supervisory Lducational Needs of

Business and Industry in Pennsylvania," the following recommendations

were made:

For the University.

1. The need for additional training in the area of communications -
such subjects as report writing, effective speaking, conference
leadership - was strong for all three levels of management and
also for those supervised by top and middle management. The

University should expand its programs in this field and make
them available at locations convenient to business and industry.

2. Management development was much needed by both top and middle

management and those they supervise. While historically the

University has been a leader in this field, its efforts should

be intensified.

3. eiiddle management expressed a high need for themselves and for

those they supervise in human relations. The number of programs

in this field should be increased at the local level by the University.

4. To meet the significant educational needs presented quantitatively
by this study, the University should expand its offerings of courses,

seminars, workshops and institutes for all three levels of management,

and make them available at convenient locations.

5. When classroom instruction was excluded, the largest number of middle

managers and first-line supervisors said they would take courses by

programmed instruction$ correspondence, and educational television.
Consideration should be given to offering more courses using these

three media to help meet the self-perceived educational needs of

managers and supervisors.

For Business and Industry

1. Information on company policies toward participation in educational

activities should be much more widely disseminated among middle

managers and first-line supervisors. A large percentage do not know

the policy of their company.

2. Companies should encourage their employees to take advantage of finan-

cial aid which is available for education.

3. The fact that a large number of management personnel felt their super-
iors' attitude toward their further education was noncommittal makes
it necessary for the company to take steps to remedy this condition.
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4. Companies should help their mana.6ers to realize and meet the needs

presented by the increasing complexity of modern business and
industry. A number of the subjects which appear to be an integral
part of modern management were not perceived as needed by the managers
and supervisors who took part in this study.

5. Since the participants felt that the most frequent methods of obtaining
new information for updating was through discussion with company per-
sonnel, the company should be aware of the great potential of this
means of dissemination of information.

6. Since about four out of ten managers are employed in companies which
do not have in-service educational programs, consideration should be
given to the development of additional in-service programs.

7. Companies should find ways of motivating their employees to avoid
obsolescence in a rapidly changing, competitive business world.

8. Greater consideration should be given to the use of all available
educational media, such as programmed instruction, correspondence
courses, educational television, and attendance at professional meetings
and workshops.

For the Individual Hanager and Supervisor

1. The individual should take the initiative in selecting the most appro-
priate media to help him grow with the job and meet the challenges of
the future.

2. He should be aware of available financial assistance plans and other
educational activities provided by his company which may aid him in

meeting his educational objectives.

For Professional Associations

1. Professional associations should assist the companies in encouraging
more educational activities by sponsoring workshops and meetings,
subsidizing training activities, and aid in the dissemination of
information to prevent technological and managerial obsolescence.
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E-6 Industrial

E-7 Mechanical
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E-12 Electrical Machinery and Equipment

E-13 Machinery
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E-15 Paper and Allied
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E-25 State Government Employees

"The Determination and Measurement of Supervisory Training Needs of Hospital

Personnel -- A Survey of Pennsylvania Hospitals" 1965 ($2.25)

Specific Reports by Hospital Departments from "The Determination and

Measurement of Supervisory Training Needs of Hospital Personnel -- A

Survey of Pennsylvania Hospitals" ($.75 each):

Continuing Professional Educational Needs of:

H54 Hospital Administrators
11-55 Nursing Service and Nursing Education

H-56 Supervisory Personner in the Dietary Department

11-57 Supervisory Personnel in the Engineering and Maintenance

Department

H-58 Supervisory Personnel in the Business Office and Purchasing

Department

11-59 Supervisory Personnel in the Medical Records Department
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11-61 Personnel Directors

11-62 Supervisory Personnel in the Clinical and Radiology Labora-

tories

The above publications may be
purchased from:

Continuing Education Business Office

J. Orvis Keller Building
The Pennsylvania State University
University Park, Pennsylvania 16802

Information about the above publications
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Department of Planning Studies
One Shields Building
The Pennsylvania State University
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MANAGERIAL AND surmascay EDUCATIONAL NEEDS
IN THE CHEMICAL, RUBBER, AND PLASTIC PRODUCTS INDUSTRY IN PENNSYLVANIA

INTRODUCTION

The education and training of managers is a major problem of business and
industry today. There are a number of conditions facing business and
industry which indicate the need for this study. Among them are:

1. There is a significant increase in managerial positions and a
resulting increase in the need for managerial education and training.
Managerial positions are increasing faster than the increase in the
total work force. Education is needed to keep up to date and pre-
vent obsolescence, and must be a continuing process.

2. The rapid growth of managerial knowledge has increased the importance
of disseminating and applying such information.

3. Greater emphasis is being placed on leadership and motivation in
developing competence and resourcefulness.

4. There is a need for greater emphasis on long-range planning.

5. Companies must operate in increasingly complex and competitive en-
vironments. New skills and abilities are needed for new types of
work, and in today's highly competitive market improved efficiency
becomes more important.

6. Greater emphasis is being placed on international management. The

international aspects of business will become more important for
more companies in the future, as a greater proportion of sales and
profits of many domestic firms cones from abroad.

7. Scientific research and development are necessities for business
growth. The manager must know how to make use of the results of
research.

8. Computer operations and data processing are expanding. Computer
techniques are far in advance of their application by managers.

Continuing Education has undertaken a study of this problem because of the
responsibility of The Pennsylvania State University to the citizens of the
Commonwealth in determining educational needs and in cooperation with other

educational institutions to provide education to meet such needs.
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SURVEY PROCEDURES

This report is a specific segment of a larger study,* and is based on re-

sponses from 216 managers and supervisors from 13 companies in the Chemical,

Rubber, and Plastic Products industry in Pennsylvania. The survey utilized

three questionnaire forms, one for each level of management: top management,

middle management, and first-line supervision. Each questionnaire listed

courses in a number of managerial areas pertinent to managerial personnel.

The respondents checked one of three choices: "Should Have," "Could Use,"

and "Don't Really Need." Top and middle management were asked to indicate

the courses that represented educational needs of those they supervise in

addition to their own needs; this was not asked of first-line supervision.

Middle management and first-line supervision provided information on their

educational background, methods of updating, and company attitudes toward

education; this was not asked of top management.

SUMMARY

Toy Management

Of 48 courses listed, only one was checked by 50 percent or more of top

managers as "Should Have". (Page 3) However, nine other courses were said

to be needed by between 40 and 5' percent. (Page 4-6)

For those they supervise, 50 percent or more of top managers said ten

courses were needed. (Page 3)

Middle Management

Fifty percent or more of the middle managers expressed a "Should Have" need

in areas of general management, behavioral science and management, and

communication for six of 54 listed courseF,!. (Page 8)

Those supervised by middle management were thought by 50 percent or more of

the managers to need five of the listed courses. (Page 8)

The educational level was high, with 66 percent having the bachelor's degree.

Middle managers had used many methods of instruction and sources of infor-

mation for updating, and reported generally favorable attitudes toward

education on the part of their companies. (Pages 15-19)

* Dubin, S.S., Alderman, E., and Marlow, H.L., "Managerial and Supervisory

Educational Needs of Business and Industry in Pennsylvania," The Pennsyl-

vania State University, 1967. A total of 3,620 managers at three levels

in 250 companies took part in the survey: 705 top managers, 1,202 middle

managers, and 1,713 first-line supervisors. Twenty-two industrial cate-

gories and eight sizes of companies were represented in the study.



First-Line Supervision

Fifty percent or more of the first-line supervisors reported a "Should Have"

need for eight of 16 courses. (Page 21)

Eighteen percent of the supervisors had the bachelor's degree. They had

used a variety of methods for updating and many sources of information,

and thought their companies had a favorable attitude toward continuing

education. (Pages 22-26)

TOP MANAGEMENT

In the industrial category of Chemical, Rubber, and Plastic Products, 30

top managers from 13 companies completed the questionnaire. Top managers

were defined as "senior executives who direct an enterprise as a whole or

who heed the major divisions."

EdtEational Needs Within Areas of Managerial Jponsibility

The questionnaire for top management consisted of 48 suggested courses on

management subjects. These were in the areas of:

General Management (14 subjects)

Behavioral Science and Management (6 subjects)

Communications Techniques (4 subjects)

Economics (2 subjects)
Quantitative Methods Applied to Business and Industry (2 subjects)

Industrial Relations and Personnel Management (7 subjects)

Financial Management (4 subjects)

Manufacturing and Production (3 subjects)

barketing (4 subjects)

International Management (2 subjects)

The only course for which top management indicated a "Should Have" need of

50 percent or more was Management of Research and Development, at 54

percent.

Fifty percent or more of the top managers indicated that those they super-

vise needed the following courses:

"Subordinates'
Needs"
Percent

Effective Written Communications
73

Communication in the Organization. . .......... , 70

Performance Appraisal and Counseling Techniques . ..... 69

Management Development
62

Creativity and Innovation
60

Effective Speaking ...... ..... . OOOOO . . 59

Improving Decision Making of Managers. . OOOOOOO . 58

Working Effectively with Individuals and Groups. OOOOO 58

Listening Skills . di 4. 6 OOOOO OOOOOOOO 52

Human Aspect of Management
50
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Tables 1 through 10 show the extent of the top managers' needs for each

subject listed, ranked according to the "Should Have" response. Also

included, in the "Subordinates' Needs" column, are the subjects indicated

by top management as being needed by those they supervise.

TABLE 1

GENERAL MANAGEMENT
(W29)

"Should Rave"

"Should Have"

and "Could Use"

"Subordinates'
Needs"

Percent

Management of Research and

Percent Percent

Development 54 69 35

Industrial Organization and

Administration 48 92 37

Improving Decision Making of

Managers 46 85 58

Impact of Computer Technology . . 46 67 29

Overall Strategy and Goals . . . . 44 74 15

Long-range Planning and Fore-

casting for Corporate Growth . 38 86 10

Policy Formation 38 80 23

Management Reporting Systems . . . 35 77 46

Effective Utilization of Man-

power Resources and

Allocation 35 66 38

Managing Major Change in

Organizations 27 65 19

Impact of Science and Tech-
nology on Business Management . 19 73 12

Impact of Government Legislation
and Controls on Business 17 59 4

Ethical Considerations in
Business OOOOO 15 42 15

Impact of Multinational Aspects
of Planning and Control . . 15 27 8

4



TABLE 2

BEHAVIORAL SCIENCE AND EANAGEMENT

(N=28)

"Should Have It

"Should Have" and "Could Use"

Percent Percent

Communication in the Organization 44

Managerial Motivation 42

Creativity and Innovation 32

Working Effectively with
Individuals and Groups 31

Human Aspect of Management . . 14

Political, Social, and Cultural
Trends and Their Impact on

Business Management 12

Effective

Listening
Effective

Effective

TABLE 3

COMMUNICATIONS TECHNIQUES
(N=27)

81

80

72

69

78

28

"Subordinates'
Needs"

Percent

70

27

60

58

50

8

"Should Have" "Subordinates'

"Should Have" and "Could Use" Needs"

Percent Percent Percent

Speaking 41

Skills.. OOOOO O 41

Reading Skills . . . . . . 38

Written Communications . . 35

TABLE 4

ECONOMICS

(N=25)

78

74

69

73

"Should Have"

"Shotild Have" and "Could Use"

Percent Percent

Economic Trends . . 4 12

Comparative Economic Systems . .

5

40
21

59

52
46
73

"Subordinates'
Needs"

Percent

8

0



TABLE 5

QUANTITATIVE METHODS APPLIED TO BUSINESS AND INDUSTRY

(N=26)

"Should Have" "Subordinates'

"Should Have" and "Could Use" Needs"

Percent Percent Percent

Survey Course on

Quantitative Methods . . 19 57 8

Statistical Decision Theory. . 12 44 20

TABLE 6

INDUSTRIAL RELATIONS AND PERSONNEL MANAGEMENT

(N=27)

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent Percent Percent

Management Development 42 80 62

Incentives 37 81 22

Criteria and Selection of

Personnel 32 60 36

Performance Appraisal and

Counseling Techniques. 31 85 69

Personnel Policy Affecting
Labo:-Management Relations . 22 57 39

Personnel Policy Affecting
Wage and Salary Structure. . 21 75 42

Personnel Policy Affecting

EmploymefiVtractices 17 55 46

TABLE 7

FINANCIAL MANAGEMENT
(N=26)

Capital Budgeting
Managerial Accounting and

"Should Have"

"Should Have"

and "Could Use"

"Subordinates'
Needs"

Percent

36

Percent

60

Percent

20

Budgeting .. OOO . . 35 70 31

Ftndamentals of Financial
Reporting and Statement

Analysis 31 73 23

Financial Planning and

Forecasting 27 54 15
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TABLE 8

MANUFACTURING AND PRODUCTION

(N=25)

"Should Have" "Subordinates'

"Should Have" and "Could Use" Needs"

Percent Percent Percent

Operations Research Applied

to Production 22 52 22

Operations Planning and

Control 21 67 33

Planning and Utilization of

Physical Facilities 20 68 32

TABLE 9

MARKETING
(N=26)

"Should Have" "Subordinates'

"Should Have" and "Could Use" Needs"

Percent Percent Percent

Logistics Planning 30 56 26

Product Planning 28 68 16

Pricing 27 62 23

Marketing Research 13 42 13

TABLE 10

INTERNATIONAL MANAGEMENT
(N=26)

"Should Have" "Subordinates'

"Should Have" and "Could Use" Needs"

Percent Percent Percent

International Unde7standing. 12 20 8

International Economic

Analysis 8 16 4

MIDDLE MANAGEMENT

In the industrial category of Chemical, Rubber, and Plastic Products, 61

middle managers from 13 companies completed the questionnaire. Middle

managers were defined as "personnel assigned to executive duties in the

area between senior executives and supervisors."
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Educational Needs Within Areas of Managerial Responsiiilaz

The six areas of the questionnaire answered by all middle managers were as

follows:

General Management (13 subjects)

Behavioral Science and Management (7 subjects)

Communication (7 subjects)

Economics (8 subjects)
Quantitative Methods Applied to Business and Industry (15 subjects)

Computer Operations and Data Processing (4 subjects)

Managers were asked to indicate which of the 54 courses listed in the

questionnaire they "Should Have," "Could Use," or "Don't Really Need."

They were also asked to indicate the courses needed by those they supervise.

The following courses were rated "Should Have" by 50 percent or more of the

middle managers:

"Should Have"
Percent

Working Efficiently with Individuals 64

Management Development 63

Effective Communication in the Organization . . 58

Performance Appraisal and Counseling Techniques 53

Creativity and Innovatior 52

Criteria and Selection of Personnel for Promotion 51

Fifty percent or more of the middle managers thought that those they super-

vise needed the following courses:

"Subordinates'
Needs"

Percent

Working Efficiendy with Individuals 78

Effective Communication in the Organization 64

Supervisory Training and Employee Development 64

Listening SkillsOOOOO . OOOOOOOOOOOO 56

Performance Appraisal and Counseling Techniques 52

Tables 11 through 16 present the data on the six general areas of managerial

responsibility which were answered by all the middle managers in the

Chemical, Rubber, and Plastic Products category.

8



TABLE 11

GENERAL MANAGEMENT
(N=59)

"Should Have"

"Should Have"

and "Could Use"

"Subordinates'
Needs"

Percent

Working Efficiently with

Percent Percent

Individuals 64 98 78

Management Development . . 63 98 49

Performance Appraisal and

Counseling Techniques. . 53 96 52

Criteria and Selection of
Personnel for Promotion. . . 51 90 49

Supervisory Training and
Employee Development . . . 49 88 64

Analyzing Organizational

Behavior 22 76 25

Effective Utilization of Man-

power Resources and

Allocation 22 64 31

Principles and Analysis of

Office Systems 19 59 23

Impact of Science and Techno-

logy on Business Management. 16 69 12

Long-range Planning and Fore-

casting for Corporate Growth 14 40 10

Impact of Government Legis-

lation and Controls on

Business . . . . . 11 41 14

The Application of Infor-

mation Technology on

Decision Making 9 54 16

Impact of Computer Technology. 3 48 9

TABLE 12

BEHAVIORAL SCIENCE AND MANAGEMENT

(N=58)

"Should Have"

"Should Have"

and "Could Use"

"Subordinates'
Needs"

Percent Percent Percent

Creativity and Innovation. . . 52 95 43

Understanding Group Inter-

action and Behavior. 38 86 43

Human Aspect of Management . . 37 . 81 47

Management Psychology. 23 81 28

Industrial Sociology . . . . . 11 60 12

Impact of Consumer Behavior on

Management ****** 7 32 4

Social and Cultural Trends
and Their Impact on Business

Management 5 33 12
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TABLE 13

COMMUNICATION

(N=59)

Effective Communication in

"Should Have"

"Should Have"

and "Could Use"

"Subordinates'
Needs"

Percent Percent Percent

the Organization 58 92 64

Oral Presentation of Reports . 43 90 48

Effective Report Writing . 41 75 41

Listening Skills 40 91 56

Effective Reading Skills . . . 39 83 39

Conference Leadership . 37 77 35

Business Letter Writing 33 69 28

TABLE 14

ECONOMICS
(N=56)

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent

Economics of Production and

Percent Percent

Cost . . . 22 67 20

The Price Mechanism 9 49 5

Fundamentals of 2conomics. . . 7 48 21

Economics of Technology and
Innovation . **** 4 39 11

Economic Trends * **** 4 37 7

The Economic Systems of the

United States 4 26 4

Comparative Economic Systems . 2 18 5

International Economics. . . . 0 13 0
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TABLE 15

QUANTITATIVE AETHODS APPLIED TO BUSINESS AND INDUSTRY

(N=56)

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'

Needs"

Percent Percent Percent

Replacement Management . 6 18 62 7

Improving Decision Making of

Managers 16 71 13

Review of Basic Mathematics. . 16 39 34

Statistical Procedures and
Methods. 0 OOOOO 15 46 9

Inventory Management . . . . 14 55 13

Statistical Decision Theory. , 7 51 4

Applying Program Evaluation
and Review Techniques (PERT) 7 38 7

Analytic Geometry.OOOOO . 5 14 5

Calculus of Infinite Series, 5 9 2

Linear Programming 4 28 5

Probability Theory . . . 2 27 7

Waiting Lines . 2 20 4

Dynamic Programming. 2 17 5

Calculus of Finite Differences 2 9 2

Matrix Algebra OOOOO 2 6 2

TABLE 16

COMPUTER OPERATIONS AND DATA PROCESSING
(N=54)

"Should Have"

"Should Have"

and "Could Use"

"Subordinates'

Needs"

Percent Percent Percent

Data Systems and Processing. 11 44 11

Applying the Computer to
Problems of Business and

Management 9 42 11

Fundamentals of Programming
for Computer Operations. 6 36 7

Mathematics for DigitalComputers. 6 23 6
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If the manager's area of major responsibility was not included in the pre-

ceding Ax, he was asked to complete the one of seven additional areas that

most closely corresponded to his special field of work. These were:

Industrial Relations and Personnel Management (8 subjects)

Financial Management (6 subjects)

Manufacturing and Production (10 subjects)

Marketing (9 subjects)

Sales Management (5 subjects)

International Management (10 subjects)

Research and Development (5 subjects)

The following tables, 17 through 23, show the responses for these special

fields of work:

TABLE 17

INDUSTRIAL RELATIONS AND PERSONNEL MANAGEMENT
(N=26)

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent

Management and Labor

Percent Percent

Relations.. OOOOOO 41 68 18

In-plant Training. 37 69 37

Recruiting, Interviewing,
Selection, Assessment of

Personnel and Promotion. 35 70 19

Job Analysis and Job
P.:valuation Methods 33 71 29

Salary and Wage Administration 29 58 10

Industrial Safety and Medical

Services OOOOO . 27 68 14

Maintaining Efficient and Up-

To-Date Personnel Records. 27 50 23

Employee Benefit Plans . 17 50 17

TABLE 18

FINANCIAL MANAGEMENT
(N=16)

"Should Have" "Subordinates'

"Should Have" and "Could Use" Need.sil

Percent Percent Percent

Financial Planning and

Forecasting. e 19 50 6

Budgets OOOOOOO 14 50 21

Taxes ! OOOOOOO . 13 40 0

Managerial Accounting II 13 33 7

New Developments in Equipment

Replacement Policy 7 43 7

Fundamentals of Financial
Reporting and Statement

Analysis OOOOOO . 7 20 0
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TABLE 19

MANUFACTURING AND PRODUCTION
(N=43)

"Should Have"

"Should Have"

and "Could Use"

"Subordinates'

Needs"

Percent

Maintenance Planning and

Percent Percent

Control 37 72 47

Automation 36 76 26

Value Analysis OOOOOO 33 82 26

Methods Analysis and Work

Simplification . 29 90 49

Materials Handling 26 77 40

Production Planning and

Control Management . 78 23

Quality Control. . 22 68 32

Engineering Economy. . . . 17 66 12

Organization and Management of

Purchasing Operations. . 13 46 10

Inventory Management . . . 10 63 20

TABLE 20

MARKETING
(N=10)

"Should Have"

"Should Have"
and "Could Use"

"Subordinates/
Needs"

Percent

Packaging Design and

Percent Percent

Development 20 40 20

Fundamentals of Pricing. . . 11 44 11.

Product Planning 10 40 0

Physical Distribution Methods. 10 30 10

Marketing Management 0 44

Fundamentals of Marketing. 0 33

Marketing Research 0 33

Application of Management
Science and Computers to
Marketing Problems . . . 0 25 0

Brand Marketing 11
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TABLE 21

SALES MANAGEMENT
(N=9)

"Should Have"

"Should Have"

and "Could Use"

"Subordinates'
Needs"

Percent Percent Percent

Training of Field Salesmen . 0 25 0

Motivating Salesmen 0 22 0

Compensation of Field

Salesmen 0 22 0

Selection and Evaluation of

Field Salesmen 0 22 0

Supervision of Field Salesmen. 0 13 0

TABLE 22

INTERNATIONAL MANAGEMENT
(N=9)

"Should Have"

"Should Have"

and "Could Use"

"Subordinates'
Needs"

Percent

Commercial Policy and

Percent Percent

Trade Control **** OOO 22 33 11

Sources of Funds: Financing of

Day-To-Day Transactions. . . 22 11

International Understanding. . 11 33 0

Monetary Exchange Problems . 11 22 0

United States Foreign
Economic Policy 11 22 0

International Economic

Analysis 11 22 0

International Law OOOOO 0 25 0

International Economic

Organizations 0 25 0

Appraising and Developing

Foreign Markets. OOOOO . 0 25 0

British Commonwealth, United

Nations, including Inter-
national Monetary Fund and

World Bank and Their Role

in World Trade ..... . . 0 13 0
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TABLE 23

RESEARCH AND DEVELOPMENT
(N=15)

Evaluation of the Research

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent Percent Percent

and Development Programs . 43 72 21

Supervision and Management
of Research Services . . . 38 61 8

Guidelines for Selecting and
Appraising New Projects. . 29 72 21

Building Research and
Development Teams 27 67 0

Planning Budgeting and
Control of Projects. . 21 64 7

Back round Information of Middle Managers

Personal, Educational, and Professional Background

Forty-one percent (N=25) of the 61 middle managers were 40 years of

age or younger. This means that they have at least 25 more years of

productive employment. Ninety-three percent (N-56) had completed

high school, 66 percent (N=40) had the bachelor's degree, and 13

percent (N=8) had the master's degree. One person had the doctorate.

Eleven percent (N=7) went to business school and seven percent (N=4)

went to trade School. The major fields of study for the undergraduate

and graduate degrees are given below:

TABLE 24

MAJOR FIELDS OF STUDY OF COLLEGE GRADUATES

Number
Bachelor's

Number
Master's

Ndmber
Doctor's

Agriculture 1 0 0

Business Administration . 5 2 0

Education 1 1 0

Engineering 24 1 0

Liberal Arts 1 0 0

Mineral Industries 1 1 0

Psychology 7 3 1

Total 40 8 1
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The major areas of work for the middle managers in the Chemical,

Rubber, and Plastic Products industry are shown below:

MAJOR AREAS OF WORK

Number Percent
Malaga Managers

Administration 9 15

Engineering 6 10

Finance OOOOOOOOOO 2 3

Industrial Relations 3 5

Maintenance 3 5

Manufacturing 25 40

Production Control -- Records 2 3

Purchasing and Procurement 1 2

Research and Development 6 10

Service (yard and labor personnel,etc.) . . 1 2

Traffic and Transportation 1 2

Other (not specified) 2 3

Total OOOOOOOOO 61 100

Methods of Updating

Sixty-six percent (N=40) of the middle managers would take a credit

course and 82 percent (N=50) would take a non-credit course if they

were offered locally.

One manager was currently enrolled for the associate degree, and one

for the master's. One was studying business administration. No one

was planning to enroll.

Eighty-nine percent had no plans for further degree work and their

reasons follow:



TABLE 26

REASONS FOR NOT UNDERTAKING ADDITIONAL FORMAL EDUCATION

s.
Number

Managers

Percent
Managers

Don't have the time 18 33

Ltve too far from educational center. 10 19

Job demands no more education 7 13

Not interested. 0 -.
5 9

Cannot afford i_____t . OOOOOOOOO 4 7

Can do better on my own 3 6

Not a high school graduate 2 4

Other (not specified) 5 9

Total 54 100

The variety of educational methods used by middle managers for

updating within the past four years is shown below:

TABLE 27

EDUCATIONAL METHODS USED FOR UPDATING WITHIN THE PAST FOUR YEARS

(N=61)

Number
Managers

Percent
Managers_

Workshops or seminars on managerial topics. 30 49

Attendance at regional or national

meetings of professional societies. 28 46

Company in-service training courses . 13 21

Managerial development within company . 10 16

Short refresher courses at colleges

or universities 9 15

Correspondence dourses 7 11

Television courses 2 3

Workshops or seminars in liberal arts

or humanities 1 2

Many sources of information were used by the middle managers to keep

up with new developments. Table 28 lists these sources.
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TABLE 28

SOURCES OF INFORMATION USED IN UPDATING

(N=60)

Percent

W
W
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124

Discussion with company personnel
(informal or formal) 70 27 3 0 0

In-plant reports and bulletins . 64 29 3 2 2

Subordinate-superior discussions
or meetings 54 36 10 0 0

Manufacturer's literature 28 35 30 5 2

Scientific and technical journals. 21 32 28 16 3

Management journals 19 51 20 5 5

Business reports 17 34 33 13 3

Technical books, reports, abstracts,

and indexes 17 34 34 12 3

Lectures, conferences, workshops,

and seminars 17 30 29 14 10

Professional society meetings. 10 24 28 35 3

Company in-service courses . . 4 25 25 23 23

College and university evening

courses 3 14 17 56 10

Use 3f consultants 2 14 25 57 2

College and university day

courses 0 5 3 90 2

Middle managers responded to a listing of seven educational media,

other than classroom instruction, through which they would take

courses. Their replies follow:
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TABLE 29

PREFERENCE FOR MEDIA OF COURSE FRESENTATION
(N=61)

Number
Managers

Percent
Managers

Programmed instruction 30 49

Educational television 24 39

Correspondence :ourses 23 38

Courses recorded on tapes OOOOO 7 11

Two-way telephone courseo OOOOOO 7 11

Courses recorded on records OOOOO 6 10

Two-way radio courses
cJ 8

Other (not specified) 3 5

Company Attitudes Toward Education

Of the 59 managers responding to a question on the attitude of their

immediate superior toward continuing their education, 39 percent

(N=23) said the superior encouraged them and 61 percent (N=36) said

the superior was noncommittal. No one said the superior discouraged

him.

Middle managers reported their perception of company attitudes toward

participation in profesaional and educational activities. (Table 30)

TABLE 30

MANAGERS' PERCEPTION OF COMPANY POLICY
TOWARD PROFESSIONAL DEVELOPMENT

(N=60)

Attend company training

Encourages Noncommittal Discourages Do Not Know

Percent Percent Percent Percent

courses 77 4 2 17

Attend professional
meetings 65 28 2 5

Enroll for advanced
work OOOOO . 61 28 0 11

Hold office in pro-
fessional societies. 57 29 0 14

Attend seminars or work-
shops away from the
company 55 23 4 18

Write technical and
professional papv:s. 54 16 2 28

Educational leave of
absenceOOOOO 7 18 17 58
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Firty-three percent of the middle managers indicated that they were

employed by companies which provided in-service training; 52 percent

were not, and five percent did not know. Twenty-nine percent said

the training was entirely on company time, 42 percent said it was

partly on company time, nine percent said it was not on company

time, and 20 percent did not know.

Seventy-four percent reported that their company had an educational

assistance plan. Twenty-three percent said it did not and three

percent did not know. Fifty-eight percent said the course had to be

job-related in order to qualify for financial assistance.

The proportion of tuition paid by the company, as indicated by the

45 managers who responded to this question, follows:

TABLE 31

PROPORTION OF TUITION PAID

Number
Managers

All or almost all.. OOOOO OOOOO 13

About 314 OOOOOO OOOOOO 5

About 2/3 10

About 1/2 OOOOO OOOOOOO 13

About 1/3 . OOOOOOOO 0

Less than 1/3 . . . O OOOO .. OOOOOOO 0

Don't know. OOOOOOOOOOOOO . OOOOOO 4

Total OOOOO . OOOOOOOOOOOOOO 45

The following table shows the maximum amount cf tuition pzid per

year by the companies for which the middle managers work:

TABLE 32

MAXIMUM AMOUNT OF TUITION
PAID PER YEAR

Number
Managers

More than $300. OOOOO ... 13

251 - 300 . . . . . . OOOOOOOO 0201 - 250. OOOOO . 0

151 - 200 .. OOOOO . OOOOOOOO 7

101 - 150 O . OOOOOOOOOOOOO OOOOO 0

51 - 100 . OOOOOOOOOOOOOO OOOOO 0

50 or less OOOOO OOOOO 0

Don't know. . . OOOOOOO . . 25

Total. OOOOO ... OOOOOOO .. 45
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When asked about the effect of available company educational assis-

tance in motivating them to undertake further education, 11 percent

of the middle managers said it had strongly encouraged them, 41

percent said it had partially influenced them, and 48 percent said

it had no effect. There is an inconsistency here: while 52 percent

said the availability of financial aid motivated them to some
extent, only two persons were actually enrolled and no one was

planning to enroll. However, some who had completed their edu-

cational objectives may have been so motivated at the time they were

enrolled.

FIRST-LINE SUPERVISION

In the industrial category of Chemical, Rubber, and Plastic Products, 125

first-line supervisors from 13 companies completed the questionnaire.

First-line supervisors were defined as "those whose major activities have

to do with supervisory and foreman activities." The supervisors responded

to a listing of 16 course titles in the area of supervisory responsibility.

They provided information on their personal, educational, and professional

background, methods of updating and company attitudes toward education.

Educational Needs

The 125 first-line supervisors in the category of Chemical, Rubber, and

Plastic Products were asked to indicate which of the 16 courses listed in

the questionnaire they "Should Have," "Could Use," or "Don't Really Need."

The following courses were rated "Should Have" by 50 percent or more of

the supervisors:

"Should Have"
Percent

Leadership OOOOOOOOOOOOOOO OOOOOO 66

Fundamentals of the Supervisor's Job 64

Safety 61

Decision Making 56

The Tools and Techniques of Effective Supervision 56

Human Aspect of Management OOOOOOOOOO OOOOOO 55

Communications OOOOOOOOOOOOOO 50

Supervisor's Role in Employee Discipline 50

Table 33 gives the "Should Have" and the combined "Should Have" and "Could

Use" needs for the entire listing of 16 courses, according to four

groupings.
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TAT.LE 33

FIRST-LIEE SUPERVISION TRAINIHG NEEDS
(N=125)

Principles of Supervisio

"Should Have".

"Should Have"
and "Could Use"

No, No.

Fundamentals of the Supervisorc Job ,, 80 64 116 93

The Tools and Techniques of Effective
Supervision 68 56 108 89

Decision Making 67 56 102 85

Supervisor's Role in Employee Discipline. 60 50 103 86

Supervisor's Role in Company Economics. 55 46 101 84

Inter-Departmental Cooperation 52 44 101 86

Emloyee Training and Evaluation

SafetyOOOOO OOOOOOO 70 61 102 89

Evaluation of Employee Performance 50 42 98 82

Employee Training 48 40 94 78

The Supervisor and the Union

Grievance Procedure and Arbitration . 53 44 94 78

Labor Relations OOOOOO 48 41 79 67

Labor Relations Legislation 26 22 58 50

Developing Those We Supervise

Leadership 80 66 108 89

Human Aspect of Management OOOOOO 67 55 108 89

Communications. OOOOOOOO 59 50 104 88

Developing the Work Team 45 39 89 77

Back round Information of First-Line Su ervisors

Personal, Educational, and Professional Background

Thirty-seven percent (N=46) of the first-line supervisors were 40 years

of age or younger. Seventy-five percent (N=92) were high school

graduates, 18 percent (N=22) had the bachelor's degree, and three

percent (N=4) had the master's degree; no one had the doctorate. Two

percent (N=2) had gone to business school and 14 percent (N=18) to

trade school. The major fields of study are indicated in the following

table:



TABLE 34

MAJOR FIELDS OF STUDY OF COLLEGE GRADUATES

Number
Bachelor's

Number
Master's

Agriculture... OOOOOO . 1. 0

Architecture 1 0

Business Administration. OOOOO . 3 0

Education. . ... OOOOO 2 1

Engineering 9 9 OOOOO 11 0

Law. OO OOO OOOOO .. 0 1

Liberal Arts OOOOOOOOO 1 0

Psychology . . OOOOO ... OOOOO 3 1

Other (not specified) . . 0 1

Total . OOOOOO 22 4

Below is a listing of the major areas of work for the first-line

supervisors in the Chemical, Rubber, and Plastic Products industry:

TABLE 35

MAJOR AREAS OF WORK

Number Percent

Supervisors Supervisors

Administration OOOOO 3 2

Engineering 5 4

Industrial Relations 1 1

Maintenance. . . . . OOOOOOOOOO 17 14

Manufacturing 69 57

Production Control -- Records OOOOO 10 8

Purchasing and Procurement OOOOO 1 1

Research and Development . OOOOO 4 3

Service (yard and labor personnelotc 1, . 3 2

Traffic and Transportation OOOOO 5 4

Other (not specified).. OOOOO 5 4

Total OOOOO 123 100



Methrds of Updating

Forty-four percent (N=53) of the first-line supervisors would take a

credit course and 68 percent (N=83) would take a non-credit course

if they were offered locally.

Two of the supervisorT, were encolled for a degree: one for the

associate degree and one for the master's. One was planning to

enroll for the bachelor's degree and four for the master's. Of those

enrolled or planning to enroll, the major field of study was business

administration for five, engineering for one, and psychology for one.

For the 82 percent (N=103) of the supervisors who did not have plans

for further formal education, the following reasons were indicated:

TABLE 36

REASONS FOR NOT UNDERTAKING ADDITIONAL FORMAL EDUCATION

Number
Supervisors

Percent
Supervisors

Cannot afford it 23 22

Not a high school graduate 21 20

Don't have the time 18 17

Not interested 12 12

Live too far from educational center 8 8

Job demands no more education 8 8

Can do better on my own. . . 2 2

Other (not specified) 11 11

Total 103 100

First-line supervisors had used a variety of educational methods

for updating within the past four years.

TABLE 37

EDUCATIONAL METHODS USED FOR UPDATING WITHIN THE PAST POUR YEARS

(N=125)

Number
Supervisors

Percent
Supervisors

Company in-service training courses. 39 31

Managerial development within company. 36 29

Workshops or seminars on managerial

topics . 29 23

Correupondence courses 13 10

Attendance at regional or national

meetings of professional societies 12 10

Short refresher courses at colleges

or universities 6 5

High 3chool courses to improve job

performance 3 2

Television courses 2 2
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The sources of information used by first-line supervisors in keeping

up to date with new developments are shown in the following table:

TABLE 38

SOURCES OF INFORMATION USED IN UPDATING
(N=107)

Percent
0r4
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r-i CU 0:1
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00
0
04

0 W
N $4
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4.10
W

0 VI

0

00 44

In-plant reports and bulletins. 57 33 3 2 5

Discussion with company personnel
(informal or formal) 50 36 8 0 6

Subordinate-superior discussions
or meetings 34 51 6 2 7

Manufacturer's literature 23 36 16 14 11

Management journals 21 39 12 17 11

Company in-service courses. . . 13 25 13 18 31

Technical books, reports,
abstracts and indexes 12 30 20 24 14

Scientific and technical journals 11 30 20 28 11

Lectures, conferences, workshops,

and seminars 9 35 17 20 19

Business reports 6 28 24 37 5

Use of consultants 5 19 20 44 12

College and university evening
courses 3 8 7 73 9

Professional society meetings . 1 15 13 67 4

College and university day
courses 0 0 2 96 2

First-line supervisors checked a listing of seven educational media,

which did not include formal classroom instruction, to show their

preference for media of course presentation. (Table 39)
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TABLE 39

PREFERENCE FOR MEDIA OF COURSE PRESENTATION
(N=125)

Number
Supervisors

Percent
Supervisors

Correspondence courses . f. 66 53

Programmed instruction 49 39

Educational television OOOOO 30 24

Courses recorded on records 22 18

Courses recorded on tapes 9 22 18

Two-way telephone courses OOOOO 12 10

Two-way radio courses 11 9

Other (not specified) 4 3

Company Attitudes Toward Education

A total of 122 first-line supervisors responded to a question on the

attitude of their immediate superior toward continuing their

education. Thirty-nine percent (N047) said the superior encouraged

them; 59 percent (N=72) said he was noncommittal; and two percent

(N=3) said he discouraged them.

The attitude of the company as perceived by first-line supervisors

toward participation in educational and professional activities is

reported in Table 40. The high percent who did not know company

policy indicates either a lack of policy of a lack of communication.

TABLE 40

SUPERVISORS' PERCEPTION OF CCHPANY
POLICY TOWARD PROFESSIONAL DEVELOPMENT

(N=111)

Attend company training

Encourages Noncommittal Discourages Do Not Know

Percent Percent Percent Percent

courses . GO 10 1 20

Attend professional
meetings. 63 13 3 21

Enroll for advanced work 62 13 4 21

Attend seminars or
workshops away from
the company 46 14 2 38

Hold office in pro-
fessional societies . . 45 15 2 38

Write technical and
professional papers . . 39 9 1 51

Educational leave of
absence 11 11 11 67
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Fifty-one percent of the supervisors indicated that they were

employed by companies which provided in-service training; 41 percent

said their company did not provide it and eight percent did not know.

Thirty-three percent said the training was completely on company
time, 26 percent said it was partly on company time, 11 percent said

it was entirely on the men's own time, and 30 percent did not know.

Seventy percent reported that their company had an educational assis-

tance plan; 18 percent said it did not, and 12 percent did not know.

Fifty-five percent said the course must be job-related in order to

qualify for educational assistance.

The proportion of tuition paid by the company, as indicated by the

77 supervisors who answered this question, is shown below:

TABLE 41

PROPORTION OF TUITION PAID

Number
Supervisors

All or almost all 19

About 314. . . OOOOOOO OOOOO 8

About 2/3 9

About 1/2. OOOOOOOOOOO 19

About 1/3 1

Less than 1/3 OOOOOOOOOOO 0

Don't know 21

Total . OOOOO OOOOO 77

Table 42 shows the maximum amount of tuition paid per year by the

companies employing the first-line supervisors.

More than $300
251 - 300O OOOO . OOOOOO . . OOOOO . . 1

201 - 250 0

151 - 200
101 - 150
51 - 100
50 or less

Don't know 56

:411

TABLE 42

dIUM AMOUNT OF TUITION
PAID PER YEAR

Number
Supervisors

12

O.

5

1

Total 75
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When asked what the effect of available financial assistance was on
their motivation to undertake further education, 27 percent of the
supervisors said it strongly encouraged them, 28 percent said it
partially influenced them, and 45 percent said it had no effect.
The seeming inconsistency that was noted for the middle managers
applies to the supervisors: while 55 percent said that the avail-
ability of financial aid had motivated them to some extent to under-
take additional education, only two of the 125 respondents were
actually enrolled and five were planning to enroll.

COMPARISON OF NEEDS OF MANAGERS AND SUPERVISORS IN THE CHEMIC4, RUBBER,
AND PLASTIC PRODUCTS INDUSTRY WITH THOSE OF MANAGERS AND SUPERVISORS IN
TOTAL REPORT

The educational needs of managers and supervisors in the industrial category
of Chemical, Rubber and Plastic Products were compared with needs of those
in business and industry as seen in the total report, "Managerial and
Supervisory Educational Needs of Business and Industry in Pennsylvania."
The results were quite similar, except for the needs of top management.

Top Management

Of the 48 subjects listed, the
needs by 50 percent or more of

following were indicated as "Should Have"
the top managers:

"Should Have"
Percent

Chemical, Rubber Total
and Plastic Products Report

N=30 N=705

Managemeut of Research and Development 54 *

Communication in the Organization * 59

Management Development * 53

Effective Speaking * 50

Effective Written Communications * 50

Long-range Planning and Forecasting for
Corporate Growth * 50

Overall Strategy and Goals * 50

* Less than 50 percent
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Fifty percent or more of the top managers thought that those they super-
vise needed the following subjects:

Chemical,
and Plastic

"Subordinates'
Needs"

Total
Report

Percent

Rubber,
Products

N=30 N=705

Effective Written Communicatiors 73 74
Communication in the Organization 70 65
Performance Appraisal and Counseling Techniques 69 57
Nanagement Development 62 56
Creativity and Innovation .......... 60
Effective Speaking ........ 59 67
Improving Decision Making of Managers 58 54
Working Effectively with Individuals and Groups . 58 66
Listening Skills 52 62
Human Aspect of Management 50 54
Effective Reading Skills 62

* Less than 50 percent

Middle Management

Of the 54 subjects listed, 50 percent or more of the middle managers in
Chemical, Rubber, and Plastic Products and in the total report indicated
a "Should Have" need for the following:

Chemical,
and Plastic

"Should Have"

TIcstxeil!t

Percent

Rubber,
Products

N=61 N=1,202

Working Efficiently with Individuals 64 65
Management Development 63 66
Effective Communication in the Organization 58 64
Performance Appraisal and Counseling Techniques 53
Creativity and Innovation 52

Criteria and Selection of Personnel for Promotion 51
Supervisory Training and Employee Development 53

* Less than 50 percent
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Subjects which 50 percent or more of the middle managers thought repre-
sented educational needs of those they supervise were:

Chemical,
and Plastic

"Subordinates'
Needs"

Total
Report

Percent

Rubber,
Products

N=61 N=1,202

Working Efficiently with Individuals 78 62

Supervisory Training and Employee Development 64 61

Effective Communication in the Organization 64 56

Listening Skills 56 50

Performance Appraisal and Counseling Techniques . 52

* Less than 50 percent

First-Line Supervision

Fifty percent or more of the first-line supervisors said they "Should Have"

fhe following of a listing of 16 subjects:

"Should Have"
Percent

Chemical, Rubber, Total
and Plastic Products Report

N=125 N=1,713

Leadership 66 57

Fundamentals of the Supervisor's Job ... .. 64 64

Safety 61 *

Decision Making 56 54

The Tools and Techniques of Effective Supervision . . 56 55

Human Aspect of Management 55 53

Communications 50 51

Supervisor's Role in Employee Discipline. . ..... 50 *

* Less than 50 percent
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RECOMMENMATIONS

For the total report, "Managerial and Supervisory Educational Needs of

Business and Industry in Pennsylvania," the following recommendations

were made:

For the University

1. The need for additional training in the area of communications --

such subjects as report writing, effective speaking, conference

leadership -- was strong for all three levels of management and

also for those supervised by top and middle management. The

University should expand its programs in this field and make them

available at locations convenient to business and industry.

2. Management deveTopment was much needed by both top and middle

management and those they supervise. While historically the

University has been a leader in this field, its efforts should be

intensified.

3. Middle management expressed a high need for themselves and for

those they supervise in human relations. The number of programs

in this field should be increased at the local level by the

University.

4. To meet the significant educational needs presented quantitatively

by this study, the University should expand its offerings of

courses, seminars, workshops and institutes for all three levels

of management, and make them available at convenient locations.

5. When classroom instruction was excluded, the largest number of

middle managers and first-line supervisors said they would take

courses by programmed instruction, correspondence, and educational

television. Consideration should be given to offering more

courses using these three media to help meet the self-perceived

educational needs of managers and supervisors,

For Business and Industry

1. Information on company policies toward participation in educational

activities should be much more widely disseminated among middle

managers and first-line supervisors. A large percentage do not know

the policy of their company.

2. Companies should encourage their employees to take advantage of

financial aLd which is available for education.

3. The fact that a large number of management personnel felt their

superiors' attitude toward their further education was noncommittal

makes it necessary for the company to take steps to remedy this

condition.
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4. Companies should help their managers to realize and meet the needs

presented by the increasing complexity of modern business and

industry. A number of the subjects which appear to be an integral

part of modern management were not perceived as needed by the

managers and supervisors who took part in this study.

5. Since the participants felt that the most frequent method of

obtaining nsw information for updating was through discussion with

company personnel, the company should be auare of the great

potential of this means of dissemination of information.

6. Since about four out of ten managers are employed in companies

which do not have in-service educational programs, consideration

should be given to the development of additional in-service programs.

7. Companies should find ways of motivating their employees to avoid

obsolescence in a rapidly changing, competitive business world.

8. Greater consideration should be given to the use of all available

educational media, such as programmed instruction, correspondence

courses, educational television, and attendance at professional

meetings and workshops.

For the Individual Manager and.Supervisor

1. The individual should take the initiative in selecting the most

appropriate media to help him grow with the job and meet the

challenges of the future.

2. He should be aware of available financial assistance plans and

other educational activities provided by his company which may aid

him in meeting his educational objectives.

For Professional Associations

1. Professional associations should assist the companies in encouraging

more educational activities by sponsoring workshops and meetings,

subsidizing training activities, and aid in the dissemination of

information to prevent technological and managerial obsolescence.
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INTRODUCTION

MANAGERIAL AND SUPERVISORY EDUCATIONAL NEEDS

IN THE CONSTRUCTION INDUSTRY IN PENNSYLVANIA

The education and training of managers is a major problem of business and

industry today. There are a number of conditions facing business and

industry which indicate the need for this study. Among them are:

1. There is a significant increase in managerial positions and a

resulting increase in the need for managerial education and training.

Managerial positions are increasing faster than the increase in the

total work force. Education is needed to keep up to date and pre-

vent obsolescence, and must be a continuing process.

2. The rapid growth of managerial knowledge has increased the importance

of disseminating and applying such information.

3. Greater emphasis is being placed on leadership and motivation in

developing competence and resourcefulness.

4. There is a need for greater emphasis on long-range planning.

5. Companies must operate in increasingly complex and competitive

environments. New skills and abilities are needed for new types of

work, and in today's highly competitive market improved efficiency

becomes more important.

6. Greater emphasis is being placed on international management. The

international aspects of business will become more important for

more companies in the future, as a greater proportion of sales and

profits of many domestic firms comes from abroad.

7. Scientific research and development are necessities for business

growth. The manager must know how to make use of the results of

research.

8. Computer operations and data processing are expanding. Computer

techniques are far in advance of their application by managers.

Continuing Education has undertaken a study of this problem because of the

responsibility of The Pennsylvania State University to the citizens of the

Commonwealth in determining educational needs and in cooperation with other

educational institutions to provide education to meet such needs.
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SURVEY PROCEDURES

This report is a specific segment of a larger study,* and is based on

responses from 132 managers and supervisors from 13 companies in the Con-

struction industry in Pennsylvania. The survey utilized three questionnaire

forms, one for each level of management: top management, middle management,

and first-line supervision. Each questionnaire listed courses in a number

of managerial areas pertinent to managerial personnel. The respondents

checked one of three choices: "Should Have," "Could Use," and "Don't Really

Need." Top and middle management were asked to indicate the courses that

represented educational needs of those they supervise in addition to their

own needs; this was not asked of first-line supervision. Middle management

and first-line supervision provided information on their educational back-

ground, methods of updating, and company attitudes toward education; this

was not asked of top management.

SUMMARY

TOD Management

Of 48 courses listed, six were checked by 50 percent or more of top managers

as "Should Have." (Page 3)

For those they supervise, 50 percent or more of top managers said four

courses were needed. (Page 4)

Middle Management

Fifty percent or more of the middle managers expressed a "Should Have" need

for two of 54 listed courses in the area of general management. (Page 8)

Those supervised by middle management were thought by 50 percent or more of

the managers to need only one of the listed courses. (Page 8)

Twenty-five percent had the bachelor's degree. Middle manners had used

many methods of instruction and sources of information for updating, and

reported generally favorable attitudes toward education on the part of

their companies. (Pages 15-19)

* Dubin, S.S., Alderman, E., and Marlow, H.L., "Managerial and Supervisory

Educational Needs of Business and Industry in Pennsylvania," The Pennsyl-

vania State University, 1967. A total of 3,620 managers at three levels

in 250 companies took part in the survey: 705 top managers, 1,202 middle

managers, and 1,713 first-line supervisors. Twenty-two industrial cate-

gories and eight sizes of companies were represented in the study.
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Fifty percent or more of the first-line supervisors reported a "Should Have"
need for only one of 16 courses. (Page 20)

Nineteen percent of the supervisors had the bachelor's degree. They had used
a variety of methods for updating and many sources of information, and
thought their companies had a favorable attitide toward continuing education.
(Pages 21-25)

TOP MANAGEMENT

In the industrial category of Construction, 36 top managers from 13 companies
completed the questionnaire. Top managers were defined as "senior execu-
tives who direct an enterprise as a whole or who head the major divisions."

Edu ational eeds thin Areas of ana erial es onsibilit

The questionnaire for top management consisted of 48 suggested courses on
management subjects. These were in the areas of:

General Management (14 subjects)
Behavioral Science and Management (6 subjects)

Communications Techniques (4 subjects)
Economics (2 subjects)
Quantitative Methods Applied to Business and Industry (2 subjects)

Industrial Relations and Personnel Management (7 subjects)
Financial Management (4 subjects)
Manufacturing and Production (3 subjects)
Marketing (4 subjects)
International Management (2 subjects)

The courses for which top management indicated a "Should Have" need of
50 percent or more were:

"Should Have"
Percent

Effective Speaking
Financial Planning and Forecasting
Effective Written Communications
Fundamentals of Financial Reporting and Statement Analysis.
Management Development
Effective Reading Skills

_

3

66

64
62

61

59

51



Fifty percent or more of the top managers indicated that those they super-

vise needed the following courses:

"Subordinates'
Needs"
percent

Effective Written Communications 59

Working Effectively with Individuals and Groups 54

Effective Speaking 54

Effective Reading Skills 51

Tables 1 through 10 show the extent of the top managers' needs

sttbject listed, ranked according to the "Should Have" response

included in the "Subordinates' Needs" column, eke the subjects

top management as being needed by those they supervise.

TABLE 1

GENERAL MANAGEMENT

for each

. Also
indicated by

(N=35)

"Should Have"

"Should Have"

an(-1-11-CLn-LS---..lse"

"Subordinates'
Needs"

Percent Percent Percent

Overall Strategy and Goals 49 72 26

Long-range Planning and Fore-
casting for Corporate Growth 37 77 17

Improving Decision Making of
Managers 37 71 40

Industrial Organization and
Administration 37 71 34

Management Reporting Systems 31 57 29

Managing Major Change in
Organizations 29 72 14

Policy Formation OOOOOO 29 63 23

Ethical Considerations in
Business 26 55 29

Impact of Computer Technology. 24 56 29

Impact of Government Legislation
and Controls on Business 18 56 21

Impact of Science and Technclogy
on Business Management 18 47 24

Management of Research and
Development 16 38 22

Effective Utilization of Man-
power Resources and Allocation 12 56 21

Impact of MUltinational Aspects
of Planning and Control. . . . 6 19 10

4

As)



TABLE 1

BEHAVIORAL SCIENCE AND MANAGEMENT

(N=35)

Working Effectively with

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent Percent Percent

Individuals and Groups 49 80 54

Communication in the

Organization 46 72 37

Managerial Motiiiation 35 70 44

Human Aspect of Management 22 81 44

Creativity and Innovation. . . 21 39 21

Political, Social, and Cultural

Trends and Their Impact on
Business Management 7 24 14

TABLE 3

COMMUNICATIONS TECHNIQUES
(N=36)

"Should Have"
Percent

PShould Have"
and "Could Use"

Percent

"Subordinates'
Needs"
Percent

Effective Speaking . ..... . 66 75 54

Effective Written Communications 62 80 59

Effective Reading Skills 51 82 51

Listening Skills 47 75 39

TABLE 4

ECONOMICS
(N=33)

"Should Have" "Subordinates'

"Should Have" and "Could Use" Needs"

Percent Percent Percent

Economic Trends. 18 45 24

Comparative Economic Systems . 10 20 13



TABLE 5

QUANTITATIVE METHODS APPLIED TO BUSINESS AND INDUSTRY
(N=31)

Survey Course on Quantitative
Methods OOOOOOO

Statistical Decision Theory. .

"Should Have"
"Should Have" and "Could Use"

Percent Percent

10

. 3

TABLE 6

39
42

INDUSTRIAL RELATIONS AND PERSONNEL MANAGEMENT

"Subordinates'
Needs"
Percent

16

23

(N=34)

"Should Have"
"Should Have"

and "Could Use"
"Subordinates'

Needs"
Percent Percent Percent

Management Development . 59 85 41
Criteria and Selection of

PersonnelO OOOO 45 69 36
Incentives OOOOOO . 39 71 35
Personnel Policy Affecting
Laborlilanagement Relations . 39 71 26

Personnel Policy Affecting Wage
and Salary Structure . . 33 56 23

Personnel Policy Affecting
Employment Practices 21 49 17

Performance Appraisal and
Counseling Techniques 14 80 38

TABLE 7

FINANCIAL MANAGEMENT
(N=34)

Financial Planning and Fore-

"Should Have"
"Should Have"

and "Could se"
"Subordinates'

Needs"
Percent Percent Percent

casting . OOOOO 64 76 24
Fundamentals of Financial
Reporting and Statement
Analysis OOOOO . . . 61 76 21

Capital BudgetingOOOOO 47 68 24
Managerial Accounting and

Budgeting 30 54 21

6



MANUFAC

TABLE 8

ING AND PRODUCTION
(N=30)

"Should gave"
"Should Have"

and "Could Use"
"Subordinates'

Needs"

Percent

Planning and Utilization of

Percent Percent

Physical Facilities. 20 43 20

Operations Planning and Control. 17 38 34

Operations Research App lied to

Production 3 33 20

TABLE 9

MARKETING
(N=29)

"Should Have" "Subordinates'

"Should Have" and "Could Use"
Percent Percent

Needs"
Percent

Pricing. . 31 41 28

Marketing Re earch 28 38 21

Product Planning 15 26 11

Logistics Planning 8 27 19

TABLE 10

INTERNATIONAL MANAGEMENT
(N=27)

"Should Have" "Subordinates'

"Should Have" and "Could Use"

Percent Percent

Needs"
Percent

In ternational Understanding. . . 4 19 4

nternational Economic Analysis. 0 12 8

7



MIDDLE MANAGEMENT

In the industrial category of Construction, 44 middle managers from 13

companies completed the questionnaire. Middle managers were defined as

II personnel assigned to executive duties in the area between senior

executives and supervisors."

Educational Needs Within Areas of Managerial Responsibility

The six areas of the questionnaire answered by all middle managers were as

follows:

General Management (13 subjects)

Behavioral Science and Management (7 subjects)

Communication (7 subjects)

Economics (8 subjects)
Quantitative Methods Applied to Business and Industry (15 subjects)

Computer Operations and Data Processing (4 subjects)

Managers were asked to indicate which of the 54 courses listed in the ques-

tionnaire they "Should Have:1 "Could Use," or "Don't Really Need." They

were also asked to indicate the courses needed by those they supervise.

The following courses were rated "Should Have" by 50 percent or more of the

middle managers:

"Should Have"
Percent

Management Development 51

Working Efficiently with Individuals. 50

Only one course was above the 50 percent mark for those supervised by

middle managers: Working Efficiently with Individuals. (55 percent)

The following tables, 11 through 16, present the data on the six general

areas of managerial responsibility which were answered by all the middle

managers in the Construction industry.

8



TABLE 11

GENERAL MANAGEMENT
(N=42)

"Should Have"
"Should Have"

And "Could...Vat!!

"Subordinates'
Needs"

Percent Percent Percent

Management Development 51 89 36

Working Efficiently with
Individuals 50 93 55

Supervisory Training and
Employee Development 43 88 48

Performance Appraisal and
Counseling Techniques 36 88 26

Criteria and Selection of
Personnel for Promotion, 34 73 22

Analyzing Organizational
Behavior OOOOO 30 73 28

Principles and Analysis of
Office Systems 28 66 18

Effective Utilization of Man-
power Resources and Allocation 27 68 29

The Application of Information
Technology on Decision Making. 21 50 16

Long-range Planning and Fore-
casting for Corporate Growth 20 68 18

Impact of Computer Technology. 18 46 15

Impact of Science and Tech-
nology on Business Management. 15 65 18

Impact of Government Legislation
and Controls on Business 10 55 13

TABLE 12

BEHAVIORAL SCIENCE AND MANAGEMENT
(N=42)

"Should Have" "Subordinates'
"Should Have" and "Could Use" Needs"

Percent Percent Percent

Management Psychology
Human Aspect of Management .

29

25

72
75

10

20

Understanding Group Interaction
and Behavior . OOOOO 23 61 15

Creativity and Innovation 22 61 20

Social and Cultural Trends and
Their Impact on Business
Management

Industrial Sociology
Impact of Consumer Behavior on
Management . OOOOO

18 41 13

15 38 13

13 34 10

9



TABLE 13

COMMUNICATION
(N=42)

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent Percent Percent

Business Letter Writing 49 90 44

Effective Communication in the

Organization 48 83 43

Effective Report Writing 43 79 38

Oral Presentation of Reports . . 37 78 39

Listening Skills 37 78 32

Effective Reading Skills 33 79 38

Conference Leadership 29 58 17

TABLE 14

ECONOMICS
(N=40)

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent Percent Percent

Economics of Production and Cost 26 52 18

The Price Mechanism 20 58 15

Economic Trends 11 64 13

Fundamentals of Economics. 10 48 18

The Economic Systems of the

United States 8 44 10

Economics of Technology and

Innovation 3 34 5

Comparative Economic Systems . 0 23 5

International Economics 0 10 3

10



TABLE 15

QUANTITATIVE METHODS APPLIED TO BUSINESS AND INDUSTRY

(N=41)

"Should ave"
"Should Have"

and "Could se"
"Subordinates'

Needs"

Improving Decision Making of

Percent Percent Percent

Managers 39 61 5

Replacement Management 35 63 15

Review of Basic Mathematics. 30 58 40

Inventory Management 28 58 15

Applying Program Evaluation and
Review Techniques (PERT) . . . 23 61 18

Statistical Decision Theory. . . 13 59 8

Linear Programming . ..... . 13 37 8

Dynamic Programming 13 29 3

Statistical Procedures and
Methods 10 38 5

Probability Theory 8 31 8

Analytic Geometry 5 28 13

Matrix Algebra 5 20 8

Calculus of Infinite Series. 5 18 8

Calculus of Finite Differences . 5 15 5

Waiting Lines 0 18 3

TABLE 16

COMTUTER OPERATIONS AND DATA PROCESSING
(N=40)

"Should Have"

"Should Have"
and "Could use"

"Subordinates'
Needs"

Percent Percent Percent

Data Systems and Processing 28 61 25

Applying the Computer to
Problems of Business and

Management 23 66 18

Fundamentals of Programming for
Computer Operations 20 35 13

Mathematics for Digital
Computers 11 2Y 13

11



If the managers' area of major responsibility was not included in the

preceding six, he was asked to complete the one of seven additional areas
that most closely corresponded to his special field of work. These were:

Industrial Relations and Personnel Management (8 subjects)

Financial Management (6 subjects)

Manufacturing and Production (10 subjects)

Marketing (9 subjects)
Sales Management (5 subjects)

International Management (10 subjects)

Research and Development (5 subjects)

The following tables, 17 through 23, show the responses for these special

fields of work.

TABLE 17

INDUSTRIAL RELATIONS AND PERSONNEL MANAGEMENT
(N=19)

"Should Have"
"Should Have"

Ana_maujhuil.:
Percent

"Subordinates'
Needs"

Percent

Recruiting, Interviewing,
Selection, Assessment of

Percent

Personnel and Promotion. . 44 94 28

Management and Labor Relations 44 77 28

In-plant Training 35 76 35

Job Analysis and Job Evaluation
Methods 32 79 11

Maintaining Efficient and Up-To-
Date Personnel Records 31 75 31

Employee Benefit Plans 29 76 12

Salary and Wage Administration 24 53 18

Industrial Safety and Medical
Services 18 53 29

TABLE 18

FrNANCIAL MANAGEMENT
(N=17)

"Should Have"
"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent

New Developments in Equipment

Percent Percent

Replacement Policy 35 82 18

Budgets 31 81 25

Fundamentals of Financial
Reporting and Statement
Analysis 25 75 25

Taxes 24 77 18

Managerial Accounting 20 73 27

Financial Planning and
Forecasting 18 71 18

12



TABLE 19

MANUFACTURING AND PRODUCTION
(N=21)

"Should Have"
"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent

Methods Analysis and Work

Percent Percent

Simplification 55 85 35

Organization and Management of
Purchasing Operations 50 89 39

Value Analysis 47 84 37

Automation 45 80 35

Engineering Economy 45 80 30

Inventory Management 44 66 33

Production Planning and Control
Management 43 81 24

Maintenance Planning and
Control 37 53 42

Materials Handling 32 58 26

Quality Control 26 42 21

TABLE 20

MARKETING
(N=13)

''Should Have"

"Should Have"
And "Could Use"

"Subordinates'
Needs"

Percent Percent Percent

Marketing Management 42 75 33

Physical Distribution Methods. 33 75 17

Funoamentals of Marketing. 33 66 8

Fundamentals of Pricing 31 93 15

Product Planning 25 75 25

Marketing Research 25 50 17

Brand Marketing 18 45 9

Application of Management
Science and Computers to
Marketing Problems 8 39 8

Packaging Design and Development 0 0 10

13



TABLE 21

SALES MANAGEMENT
(N=14)

"Should Have" "Subordinates'

"Should Have" and "Could Use" Needs"

Percent Percent Percent

Selection and Evaluation of
Field Salesmen ..... . . 46 69 15

Motivating Salesmen 6 . 36 86 21

Supervision of Field Salesmen. 36 79 29

Compensation of Field Salesmen . 36 57 21

Training of Field Salesmen . . 31 69 23

TABLE 22

INTERNATIONAL MANAGEMENT
(N=7)

"Should Have"

"Should Have"
and "Could use"

"Subordinates'
Needs"

Percent Percent Percent

International Understanding. . . 0 43 14

United States Foreign Economic

Policy . ....... 0 33 17

Monetary Exchange Problems 0 17 17

Commercial Policy and Trade

Control 0 17 17

International Law 0 17 17

International Econamic
Organizations 0 17 17

British Commonwealth, United
Nations, including Inter-
national Monetary Fund and
World Bank and Their Role in
World Trade ...... 0 17 17

Sources of Funds: Financing of
Day-to-Day Transactions 0 17 17

Appraising and Developing
Foreign Markets. 0 17 17

International Economic Analysis. 0 17 0

14



TABLE 23

RESEARCH AND DEVELOPMENT
(N=10)

Planning Budgeting and Control

"Should Have"
"Should Have"
Anallogicum.c

Percent

"Subordinates'

Percent Percent

of Projects . OOOOO . . 80 90 30

Guidelines for Selecting and
Appraising New Projects, . . . 13 38 13

Evaluation of the Research and
Development Program 0 44 22

Building Research and Develop-
ment Teams 0 33 33

Supervision and Management of
Research Services 0 33 11

Personal, Educational, and Professional Background

Twenty-nine percent (N=13) of the 44 middle managers were 40 years of

age or younger. This means that they have a least 25 more years of

productive employment. Eighty-nine percent (N=39) had completed high

school, 25 percent (N=11) had the bachelor's degree, and five percent

(N=2) had the master's degree. No one had the doctorate. Twenty-

five percent (N=11) went to business school and five percent (N=2)

went to trade school. The major fields of study for the undergraduate
and graduate degrees are given below:

TABLE 24

MAJOR FIELDS OF STUDY OF COLLEGE GRADUATES

Number
Aachelor's

Number
Master's

Business Administration 4 1

Engineering 5 1

Psychology 1 0

Other (not specified) 1 0

Total 11 2

The major areas of work for the middle managers in Construction
are shown in Table 25.

15



TABLE 25

MAJOR AREAS OF WORK

Number
planagers

Percent
;tanagers

Administration 16 40

Engineering 6 15

Finance 4 10

Maintenance 1 2

Manufacturing 2 5

Marketing and Sales 2 5

Production Control -- Records OOOOO 2 5

Purchasing and Procurement 3 7

Service (yard and labor personnel, etc ), 1 2

Traffic and Transportation 1 2

Other (not specified) 3 7

Total 41 100

Methods of Updating

Fifty-eight percent (N=23) of the middle managers would take a credit

course and 65 percent (Nm28) would take a non-credit course if they

were offered locally.

One manager was currently enrolled for the bachelor's degree

for the master's. Two planned to enroll for the bachelor's

Major fields of study for those enrolled or planning to enro

two in business administration, one in education, and one in

field which was not speicfied.

16

and one
degree.
11 were:
another



Eighty-four percent had no plans for further degree work and their

reasons are given below:

TABLE 26

REASONS FOR NOT UNDERTAKING ADDITIONAL FORMAL EDUCATION

Number Percent

Managers Managers

Don't have the time 20 54

Job demands no more education OOOOO 6 16

t_ OOOOOO . 2 5Cannot afford i
Live too far from educational center . 1 3

Can do better on my own 1 3

Not interested 1 3

Not a high school graduate 1 3

Other (not specified) 5 13

Total 37 100

The variety of educational methods used by middle managers for

updating within the past four years follows:

TABLE 27

EDUCATIONAL METHODS USED FOR UPDATING WITHIN THE PAST FOUR YEARS

(N=44)

Number Percent

Managers, ManaRers

Workshops or seminars on managerial topics . 18 41

Attendance at regional or national ueetings

of professional societies O OOOOO 11 25

Correspondence courses 7 16

Company in-service training courses 6 14

Managerial development within company 6 14

Short refresher courses at colleges or

universities 2 5

Many sources of information were used by the middle managers to keep

up with new developments. Table 28 lists these sources

17



TABLE 28

SOURCES OF INFORMATION USED IN UPDATING
(N=41)

Percent

Discussion with company personnel

,
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0
0
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0
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(informal or formal) 60 34 3 0 3

In-plant reports and bulletins . 44 37 3 8 8

Subordinate-superior discussions
or meetings 43 49 5 3 0

Manufacturer's literature 41 35 5 16 3

Business reports 32 29 29 5 5

Management journals 24 33 32 8 3

Lectures, conferences, workshops,
and seminars. OOOOO 23 31 23 13 10

Technical books, reports,
abstracts and indexes 19 49 24 8 0

Scientific and technical journals. 14 39 25 19 3

Professional society meetings 8 17 36 36 3

College and university evening
courses 6 3 14 71 6

Use of consultants 5 22 41 27 5

Company in-service courses 3 20 6 34 37

College and university day courses 0 3 6 91 0

Middle managers responded to a listing of seven educational media,

other than classroom instruction, through which they would take

courses. (Table 29)

TABLE 29

PREFERENCE FOR MED/A OF COURSE PRESENTATION
(N=44)

Number Percent

Managers 4ajoatri

Correspondence courses 21 48

Programmed instruction 17 39

Educational television 11 25

Courses recorded on tapes 9 20

Courses recorded on records 9 20

Two-way telephone courses 5 11

Other (not 4ecific.d) 2 5
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Company Attitudes Toward Education

Of the 41 managers responding to a question on the attitude of their
immediate superior toward continuing their education, 44 percent
(Nm18) said the superior encouraged them and 56 percent (N=23) said
the superior was noncommittal. No one said the superior discouraged

him.

Middle managers reported their perception of company attitudes toward
participation in professional and educational activities as listed
below:

TABLE 30

MANAGERS' PERCEPTION OF COMPANY POLICY
TOWARD PROFESSIONAL DEVELOPMENT

Attend professional

(N=38)

Encourages Noncommittal Discourages Do Not Know
Percent Percent Percent Percent

meetings
kttend company training
courses

83

32

14

12

0

0

3

6

Hold office in pro-
fessional socieites . 65 26 0 9

Ettend seminars or work-
shops away from the
company OOOOO 64 13 5 18

Enroll for advanced work 61 22 3 14

Write technical and pro-
fessional papers 28 34 0 38

Educational leave of
absence 3 11 8 78

Twenty-six percent of the middle managers indicated that they were
employed by companies which provided in-service training; 69 percent
were not, and five percent did not know. Thirty-three percent said
the training was entirely on company time, 22 percent said it was
partly on company time, 19 percent said it was not on company time,
and 26 percent did not know.

Twenty-seven percent reported that their company had an educational
assistance plan. Sixty-three percent said it did not and ten percent
did not know. Forty percent said the course had to be job-related
in order to qualify for financial assistance.
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The proportion of tuition paid by the company, as indicated by the ten

managers who responded to this question, follows:

TABLE 31

PROPORTION OF TUITION PAID

All or almost all
About 3/4
About 2/3
About 1/2
About 1/3
Less than 1/3
Don't know

Total

Number
Nanagers

1

7

2

10

None of the managers knew the maximum amount of tuition paid per year

by the companies for which they work.

When asked about the effect of available company educational assist-

ance in motivating them to undertake further education, 17 percent

of the middle managers said it had strongly encouraged them, 25 per-

cent said it.had partially influenced them, and 58 percent said it

had no effect. There is an inconsistency here: while 42 percent

said the availability of financial aid motivated them to some extent,

only two persons were actually enrolled and two were planning to

enroll. However, some who had completed their educational objectives

may have been so motivated at the time they were enrolled.

FIRST-LINE SUPERVISION

In the industrial category of Construction, 52 first-line supervisors from

13 companies completed the questionnaire. First-line supervisors were

defined as "those whose major activities have to do with supervisory and

foreman activities." The supervisors responded to a listing of 16 course

titles in the area of supervisory responsibility. They provided information

on their personal, educational, and professional background, methods of

updating and company attitudes toward education.

Educational Needs

The 52 first-line supervisors in the industrial category of Construction

were asked to indicate which of the 16 course listed in the questionnaire

they "Should Have," "Could Use," or "Don't Really Need."

The one course which was rated "Should Have" by 50 percent or more of the

supervisors was Fundamentals of the Supervisor's Job, (52 percent).
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Table 32 gives the "Should Have" and the combined "Should Have" and "Could

Use" needs for the entire listing of 16 courses, according to four groupings.

TABLE 32

FIRST-LINE SUPERVISION TRAINING NEEDS
(N=50)

Principles of Supervision

"Should Have"

"Should Have"
and "Could Use"

NO. No.

Fundamentals of the Supervisor's Job . 26 52 39 78

The Tools and Techniques of Effective
Supervision 18 37 40 82

Decision Making 16 34 39 83

Supervisor's Role in Company Economics . . 15 33 36 79

Supervisor's Role in Employee Discipline . 11 23 31 66

Inter-Departmental Cooperation 10 21 28 59

Er_g.plo ee

Safety 18 39 32 69

Evaluation of Employee Performance . . . . 14 30 30 65

Employee Training b 9 26 56

The Supervisor and the Union

Labor Relations 16 33 32 66

Grievance Procedure and Arbitration. C 17 28 59

Labor Relations Legislation 7 15 24 51

Developing Those We Supervise

Human Aspect of Management 17 36 37 79

Communications 15 33 29 63

Leadership 13 28 41 88

Developing the Work Team 13 28 31 67

Background Information of First-Line Supervisors

Personal, Educational, and Professional Background

Thirty-two percent (N=16) of the first-line supervisors were 40 years

of age or younger. Eighty-four percent (N=43) were high school

graduates, 19 percent (N=10) had the bachelor's degree, and no one had

the master's degree or the doctorate. Twelve percent (N=6) had gone

to business school and 15 percent (N=8) to trade school. The major

fields of study are indicated in the following table:
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TABLE 33

MAJOR FIELDS OF STUDY OF COLLEGE GRADUATES

Number
Bachelor's

Architecture 1

Engineering 4

Law 1

Liberal Arts 1

Mineral Industries 1

Other (not specified) 2

Total 10

The major areas of work for the first-line supervisors in Construction

are shown in the following table:

TABLE 34

MkJOR AREAS OF WORK

Number
Supervisors

Percent
Supervisors

Administration 7 15

Engineering 10 23

Finance 2 4

Industrial Relations 1 2

Maintenance............., 3 7

Manufacturing 3 7

Marketing and Sales 1 2

Production Control -- Records 1 2

Purchasing and Procurement 2 4

Research and Development 1 2

Service (yard and labor personnel, etc.) 7 15

Traffic and Transportation 1 2

Other (not specified) 7 15

Total 46 100

Methods of Updating

Forty-seven percent (N=24) of the first-line supervisors would take a

credit course and 72 percent (N=36) would take a non-credit course if

they were offered locally.
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Two of the supervisors were currently enrolled for the bachelor's

degree. Two planned to enroll for the bachelor's degree and one for

the master's. Of those enrolled or planning to enroll, two wanted

to study engineering and one psychology.

For the 45 supervisors who did not have plans for further formal

education, the following reasons were indicated:

TABLE 35

REASONS FOR NOT UNDERTAKING ArDITIONAL FORMAL EDUCATION

Number
Supervisors

Percent
Supervisors

Don't have the time 20 45

Cannot afford it 10 22

Job demands no more education 5 11

Not a high school graduate 4 9

Not interested 4 9

Can do better on my own 1 2

Other (not specified) 1 2

Total 45 100

First-line supervisors had used a variety of educational methods for

updating within the past four years.

TABLE 36

EDUCATIONAL METHODS USED FOR UPDATING WITHIN THE PAST FOUR YEARS

(N=52)

Number
Eupgrvisors

Percent
Supervisors

Company in-service training courses . 12 23

Workshops or seminars on managerial

topics 11 21

Managerial development within company. 7 13

Correspondence courses 6 12

Attendance at regional or national
meetings of professional societies . 5 10

Short refresher courses at colleges
or universities 5 10

Workshops or seminars in liberal arts
or humanities 1 2
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The sources of information used by first-line supervisors in keeping
up to date with new developments are sham in the following table:

TABLE 37

SOURCES OF INFORMATION USED IN UPDAT/NG
(N*43)

Percent

W
r4

PN .0
I-4 W CO
1) Mr4
O w id P *1
a) to w w 4) cts

c/ vo >
cr id 4-) Z rI 4

w w w w w 4.) a) 0
CA id CO Alsri OW 0444
:LI Pd 44 P 1-1 C4 P H

Discussion with company personnel
(informal or formal) 58 28 0 5 9

Subordinate-superior discussions
or meetings. OOOOO 34 34 13 16 3

Manufacturer's literature 32 34 13 13 8

In-plant reports and bulletins . . 28 36 10 18 8

Scientific and technical journals 18 43 13 21 5

Technical books, reports,
abstracts, and indexes 18 34 16 24 8

Professional society meetings 14 8 11 56 11

Management journals OOOOO 13 44 10 15 18

Business reports 7 37 21 33 2

Use of consultants OOOOOO 6 20 26 45 3

Lectures, conferences, work-
shops, and seminars OOOOO 5 29 15 23 28

College and university day
courses 3 0 0 80 17

Company in-service courses 0 22 3 30 45
College and university evening

ccurses 0 6 6 64 24

First-line supervisors checked a listing of seven educational media,
which did not include formal classroom instruction, to show their
preference for media of course presentation. (Table 38)
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TABLE 38

PREFERENCE FOR MEDIA OF COURSE PRESENTATION

(N=52)

Number Percent
Supervisors

Correspondence courses 28 54

Programmed instruction 20 38

Educational television 10 19

Courses recorded on tapes OOOOO . 10 19

Courses recorded on records 6 12

Two-way telephone courses 5 10

Two-way radio courses 2 4

Company Attitudes Toward Education

A total of 48 first-line supervisors responded to a question on the

attitude of their immediate superior toward continuing their education.

Forty-eight percent (N=23) said the superior encouraged them; 50

percent (N=24) said he was noncommittal, and two percent (N=1) said

he discouraged him.

The attitude of the company as perceived by first-line supervisors

toward participation in educational and professional activities is

reported in the following table. The high percent who did not know

company policy indicates eigher a lack of policy or a lack of com-

munication.

TABLE 39

SUPERVISORS' PERCEPTION OF COMPANY
POLICY TOWARD PROFESSIONAL DEVELOPMENT

Attend company training

(N=46)

Encourages.
Percent

Noncommittal Discourages, Do Not Know

Percent Percent Percent

courses 73 8 3 16

Attend professional
meetings OOOOOO . 46 8 5 41

Hold office in pro-
fessional societies . . 42 29 3 26

Enroll for advanced work . 32 24 0 44

Attend seminars or work-
shops away from the
company 32 19 5 44

Write technical and pro-
fessional papers . 24 26 0 50

Educational leave of
absence OOOOO 2 4 11 83
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Twenty-two percent of the supervisors were employed by companies
which provided in-service training; 66 percent said their company
did not provide it and 12 percent did not know. Forty-one percent
said the training was completely on company time, no one said it
was partly on company time, 24 percent said it was entirely on the
men's own time, and 35 percent did not know.

Twenty-eight percent reported that their company had an educational
assistance plan; 48 percent said it did not, and 24 percent did not
know. Thirty-six percent said the course must be job-related in
order to qualify for educational assistance.

The proportion of tuition paid by the company, as indicated by the
17 supervisors who answered this question, is shown in the table
below:

TABLE 40

PROPORTION OF TUITION PAID

Number
Supervisors

All or almost all 3

About 3/4 0

About 2/3 0

About 1/2 4

About 1/3 0

Less than 1/3 0

Don't know . OOOOOOOOOOO 10

Total 17

None of the supervisors knew the maximum amount of tuition paid per
year by the companies for which they work.

When asked what the effect of available financial assistance was on
their motivation to undertake further education, 22 percent of the
supervisors said it strongly encouraged them, 28 percent said it
partially influenced them, and 50 percent said it had no effect.
The seeming inconsistency that was noted for the middle managers
applies to the supervisors: while 50 percent said that the avail-
ability of financial aid had motivated them to some extent to under-
take additional education, only two of the 52 respondents were
actually enrolled and three were planning to enroll.
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COMPARISON OF NEEDS OF MANAGERS AND SUPERVISORS IN THE CONSTRUCTION
INDUSTRY WITH THOSE OF MANAGERS AND SUPERVISORS IN TOTAL REPORT

The educational needs of managers and supervisors in the industrial

category of Construction as compared with needs of those in business and

industry as seen in the total report, "Managerial and Supervisory Educational

Needs of Business and Industry in Pennsylvania," were relatively lower and

less numerous, except for top management.

122.2=mumat

Of the 48 subjects listed, the following were indicated as "Should Have"

needs by 50 percent or more of the top managers:

"Should Have"
Percent

Total
Construction Aeport

N=36 N=705

Effective Speaking 66 50

Financial Planning and Forecasting 64

Effective Written Communications 62 50

Fundamentals of Financial Reporting and
Statement Analysis 61

Management Development 59 53

Effective Reading Skills 51

Communication in the Organization 59

Long-range Planning and Forecasting for
Corporate Growth 50

Overall Strategy and Goals 50

* Less than 50 percent
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Fifty percent or more of the top managers thought that those they supervise

needed the following subjects:

"Subordinates'
Needs"
Percent

Total

Construction Blurt
N=36 N=705

Effective Written Communications 59 74

Effective Speaking 54 67

Working Effectively with Individuals and Groups. . . . 54 66

Effective Reading Skills 51 62

Communication in the Organization * 65

Listening Skills * 62

Performance Appraisal and Counseling Techniques. * 57

Management Development * 56

Human Aspect of Management * 54

Improving Decision Making of Managers * 54

* Less than 50 percent

Middle Mpnagement

Of the 54 subjects listed, 50 percent or more of the middle managers in

Constrlction and in the total report indicated a "Should Have" need for the

following:

"Should Have"
Percent

Total

Construction Report

N=44 N=1,202

Management Development 51 66

Working Efficiently with Individuals 50 65

Effective Communication in the Organization * 64

Supervisory Training and Employee Development. .
* 53

* Less than 50 percent
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Subjects with 50 percent or more of the middle managers thought repre-
sented educational needs of those they supervise were:

"Subordinates'
Needs"
Percent

Total
construction Report

N=44 N=1,202

Working Efficiently with Individuals 55 62

Supervisory Training and Employee Development * 61

Effective Communication in the Organization. * 56

Listening Skills * 50

* Less than 50 percent

First-Line Supervision

Fifty percent or more of the first-line supervisors said they "Should Have"
the following of a listing of 16 subjects:

"Shoul.d Have"

Percent

Total
Construction Rtamt

N=52 N=1,713

Fundamentals of the Supervisor's Job .. OOOOO 52 64

Leadership OOOOO . OOOOOOO * 57

The Tools and Techniques of Effective Supervision. . * 55

Decision Making * 54

Human Aspect of Management OOOOO OOOOO * 53

Communications OOOOOOOOOOOO * 51

* Less than 50 percent
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RECOMMENDATIONS

For the total report, "Managerial and Supervisory Educational Needs of
Business and Industry in Pennsylvania," the following recommendations
were made:

For the University

1. The need for additional training in the area of communications --
such subjects as report writing, effective speaking, conference
leadership -- was strong for all three levels of management and
also for those supervised by top and middle management. The

University should expand its programs in this field and make
them available at locations convenient to business and industry.

2. Management development was much needed by both top and middle
management and those they supervise, While historically the
University has been a leader in this field, its efforts should
be intensified.

3. Middle management expressed a high need for themselves and for
those they supervise in human relations, The number of programs
in this field should be increased at the local level by the
University.

4. To meet the significant educational needs presented quantitatively
by this study, the University should expand its offerings of courses,
seminars, workshops and institutes for all three levels of man-
agement, and make them available at convenient locations.

5. When classroom instruction was excluded, the largest number of
middle managers and first-line supervisors said they would take
courses by programmed instruction, correspondence, and educational
television. Consideration should be given to offering more
courses using these three media to help meet the self-perceived
educational needs of managers and supervisors.

For Business and Industry

1. Information on company policies toward participation in
educational activities should be much more widely disseminated
among middle managers and first-line supervisors. A large
percentage do not know the policy of their company.

2. Companies should encourage their employees to take advantage of
financial aid which is available for education.

3. The fact that a large number of management personnel felt their
superiors' attitude toward their further education was noncommittal
makes it necessary for the company to take steps to remedy this
condition.
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4. Companies should help their managers to realize and meet the
needs presented by the increasing complexity of modern business
and industry. A number of the subjects which appear to be an
integral part of modern management were not perceived as needed
by the managers and supervisors who took part in this study.

5. Since the participants felt that the most frequent method of
obtaining new information for updating was through discussion
with company personnel, the company should be aware of the
great potential of this means of dissemination of information.

6. Since about four out of ten managers are employed in companies

which do not have in-service educational programs, consideration
should be given to the development of additional in-service
programs.

7. Companies should find ways of motivating their employees to avoid

obsolescence in a rapidly changing, competitive business world,

8. Greater consideration should be given to the use of all avail-

able educational media, such as programmed instruction, correspondence

courses, educational television, and attendance at professional

meetings and workshops.

For the Individual Managerand Supervisor

1. The individual should take the initiative in selecting the most

appropriate media to help him grow with the job and meet the

challenges of the future.

2. He should be aware of available financial assistance plans and

other educational activities provided by his company which may
aid him in meeting his educational objectives.

For Professional Associations

1. Professional associations should assist the companies in
encouraging more educational activities by sponsoring work-

shops and meetings, subsidizing training activities, and aid

in the dissemination of information to prevent technological

and managerial obsolescence.
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MANAGERIAL AND SUPERVISORY EDUCATIONAL NEEDS
IN DEPARTENT STORES IN PENNSYLVANIA

INTRODUCTION

The education and training of managers is a major problem of business and

industry today. There are a number of conditions facing business and

industry which indicate the need for this study. Among them are:

1. There is a significant increase in managerial positions and a

resulting increase in the need for managerial education and training.

Managerial positions are increasing faster than the increase in the

total work force. Education is needed to keep up to date and prevent

obsolescence, and must be a continuing process.

2. The rapid growth of managerial knowledge has increased the importance

of disseminating and applying such information.

3. Greater emphasis is being placed on leadership and motivation in

developing competence and resourcefulness.

4. There is a need for greater emphasis on long-range planning.

5. Companies must operate in increasingly complex and competitive en-

vironments. New skills and abilities are needed for new types of

work, and in today's highly competitive market improved efficiency

becomes more important.

6. Greater emphasis is being placed on international management. The

international aspects of business will become more important for

more companies in the future, as a greater proportion of sales and

profits of many domestic firms comes from abroad.

7. Scientific research and development are necessities for business

growth. The manager must know how to make use of the results of

research.

8. Computer operations and data processing are expanding. Computer

techniques are far in advance of their application by managers.

Continuing Education has undertaken a iAudy of this problem because of the

responsibility of The Pennsylvania State University to the citizens of the

Commonwealth in determining educational needs and in cooperation with other

educational institutions to provide education to meet such needs.
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SURVEY PROCEDURES

This report is a specific segment of a larger study,* and is based on
responses from 160 managers and supervisors from nine Department Stores in

Pennsylvania. The survey utilized three questionnaire forms, one for each

level of management: top management, middle management, and first-line

supervision. Each questionnaire listed courses iu a number of managerial

areas pertinent to managerial personnel. The respondents checked one of

three choices: "Should Have," "Could Use," and "Don't Really Need." Top

and middle management were asked to indicate the courses that represented
educational needs of those they supervise in addition to their own needs;
this was not asked of first-line supervision. Middle management and first-
line supervision provided information on their educational background,

methods of updating, and company attitudes toward education; this was not
asked of top management.

SUMMARY

Top Management

Of 48 courses listed, eight were checked by 50 percent or more of top
managers as "Should Have." (Page 3 )

For those they supervise, 50 percent or more of top managers said 11 courses

were needed. (Page 4 )

Middle Management

Fifty percent or more of the middle managers expressed a "Should Have" need

for four courses in the areas of general management and communication,

out of 54 courses listed in six areas. (Page 9 )

Those supervised by middle management were thought by 50 percent or more of

the managers to need one of the listed courses. (Page 9)

The educational level was high, with 46 percent having the bachelor's degree.

Middle managers had used many methods of instruction and sources of infor-

mation for updating, and reported generally favorable attitudes toward

education on the part of their companies. (Pages 16-19)

Dubin, S.S., Alderman, E., and Marlow, H.L., "Managerial and Supervisory
Educational Needs of Business and Industry in Pennsylvania," The

Pennsylvania State University, 1967. A total of 3,620 managers at three
levels in 250 companies took part in the survey: 705 top managers,

1,202 middle managers, and 1,713 first-line supervisors. Twenty-two

industrial categories and eight sizes of companies were represented in

the study.
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First-Line Supervision

Fifty percent or more of the first-line supervisors reported a "Should Have"
need for six out of 16 courses. (Page 21)

Fifty-seven percent of the supervisors had the bachelores degree. They had
used a variety of methods for updating and many sources of information, and
thought their companies had a favorable attitude toward continuing
education. (Pages 22-26)

TOP MANAGEMENT

In the category of Department Stores, 31 top managers from nine stores
completed the questionnaire. Top managers were defined as "senior executives
who direct an enterprise as a whole or who head the major divisions."

Educational Needs Within Areas of Managerial Responsibility

The questionnaire for top management consisted of 48 suggested courses on
management subjects. These were in the areas of:

General Management (14 subjects)
Behavioral Science and Management (6 subjects)

Communications Techniques (4 subjects)
Economics (2 subjects)
Quantitative Methods Applied to Business and Industry (2 subjects)

Industrial Relations and Personnel Management (7 subjects)

Financial Management (4 subjects)
Manufacturing and Production 0 subjects)
Mnrketing (4 subjects)
International Management (2 subjects)

The courses for which top management indicated a "Should Have" need of
50 percent or more were:

"Should Have"
Percent

Communication in the Organization 79

Effective Written Communications 63

Working Effectively with Individuals and Groups 61

Effedtive Speaking 59

Performance Appraisal and Counseling Techniques 59

Human Aspect of Management 52

Improving Decision Making of Managers 50

Long-range Planning and Forecasting for Corporate Growth. . . 50
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Fifty percent or more of the top managers indicated that those they super-

vise needed the following courses:

"Subordinates'
Needs"
Percent

Effective Written Communications
70

Effective Speaking
66

Improving Decision Making of Managers
64

Working Effectively with Individuals and Groups 64

Management Development
61

Human Aspect of Management
59

Communication in the Organization
57

Effective Reading Skills
55

Listening Skills . 00000000000000 55

Managerial Motivation
52

Performance Appraisal and Counseling Techniques 52

Tables 1 through 10 show the extent of the top managers' needs for each

subject listed, ranked according to the "Should Have" response. Also

included, in the "Subordinates' Needs" column, are the subjects indicated

by top management as being needed by those they supervise.
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TABLE 1

GENERAL MANAGLMENT
(N=30)

"Should Have"
"Should Have"

and "Could Use"
"Subordinates'

Needs"

Percent

Improving Decision Making

Percent Percent

of Managers 50 86 64

Long-range Planning and Fore-
casting for Corporate Growth 50 70 20

Overall Strategy and Goals . 43 70 27

Policy Formation 40 83 23

Impact of Government Legis-
lation and Controls on
Business 37 74 40

Effective Utilization of Man-
power Resources and
Allocation 36 90 29

Impact of Computer Technology. 33 63 33

Management Reporting Systems 32 71 36

Management of Research and
Development 29 61 21

Industrial Organization and
Administration OOOOO 17 62 17

Impact of Science and Techno-
logy on Business Management 17 55 24

Ethical Considerations in
Business 14 57 32

Managing Major Change in
Organizations 10 62 17

Impact of Multinational
Aspects of Planning and
Control 0 8 4

TABLE 2

BEHAVIORAL SCIENCE AND MANAGEMENT
(N=29)

Communication in the

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent Percent Percent

Organization 79 93 57

Working Effectively with
Individuals and Groups 61 86 64

Human Aspect of Management . . 52 86 59

Managerial Motivation 45 79 52

Creativity and Innovation. . . 33 66 37

Political, Social, and
Cultural Trends and Their
Impact on Business
Management 21 60 21
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TABLE 3

COMMUNICATIONS TECHNIQUES
(N=30)

"Should Have" "Subordinates'

"Should Have" and "Could Use" Needs"

Percent Percent Percent

Effective Written
Communications 63 86 70

Effective Speaking 59 90 66

Effective Reading Skills . . . 45 83 55

Listening Skills . .... . . 41 86 55

TABLE 4

ECONOMICS
(N=31)

"Should Have" "Subordinates'

"Should Have" and "Could Use" Needs"

Percent Percent Percent

Economic Trends ..... 19 58 16

Comparative Economic Systems . 8 28 20

TABLE 5

QUANTITATIVE METHODS APPLIED TO BUSIFESS AND INDUSTRY

(N=26)

"Should Have" "Subordinates'

"Should Have" and "Could Use" Needs"

Percent Percent Percent

Statistical Decision Theory. . 12 43 15

Survey Course on Quantitative

Methods, . . 4 39 12
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TABLE 6

INDUSTRIAL RELATIONS AND PERSONNEL MANAGEMENT
(N=31)

Performance Appraisal and

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent

.

Percent Percent

Counseling Techniques 59 87 52

Management Development 48 90 61

Incentives 38 86 28

Criteria and Selection of
Personnel 33 80 43

Personnel Policy Affecting
Employment Practices 32 71 39

Personnel Policy Affecting
Wage and Salary Structure. 29 72 36

Personnel Policy Affecting
Labor-Management Relations 25 86 32

TABLE 7

FINANCIAL MANAGENENT
(N=30)

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent

Managerial Accounting and

Percent Percent

Budgeting 37 63 22

Fundamentals of Financial
Reporting and Statement

Analysis 33 60 17

Financial Planning and Fore-

casting 21 50 18

Capital Budgeting 18 50 11
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TABLE 8

MANUFACTURING AND PRODUCTION
(N=2 6)

"Should Have" "Subordinates'

"Should Have" and "Could Use" Needs"

Percent Percent Percent

Planning and Utilization of
Physical Facilities. . . . . 15 30 8

Operations Planning and
Control******* 13 22 9

Operations Research Applied
to Production***** . . . 0 9 0

TABLE 9

MARKETING
(N=29)

"Should Have" "Subordinates'

"Should Have" and "Could Use" Needs"

Percent Percent Percent

Marketing Research . 38 76 31

Pricing . 22 35 26

Logistics Planning II 13 55 0

Product Planning . . . . . . . 9 18 4

TABLE 10

INTERNATIONAL MANAGEMENT
(N=24)

"Should Have" "Subordinates'

"Should Have" and "Could Use" Needs"

Percent Percent Percent

International Understanding. 13 21 4

International Economic

Analysis 13 4
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MIDDLE MANAGEMENT

In the category of Department Stores, 54 middle managers from nine stores

completed the questionnaire. Middle managers were defined as "personnel

assigned to executive duties in the area between senior executives and

supervisors."

Educational Needs Within Areas of Managerial Responsibility

The six areas of the questionnaire answered by all middle managers were as

follows:

General Management (13 subjects)

Behavioral Science and Management (7 subjects)

Communication (7 subjects)

Economics (8 subjects)
Quantitative Methods Applied to Business and Industry (15 subjects)

Computer Operations and Vats Processing (4 subjects)

Nanagers were asked to indicate which of the 54 courses listed in the

questionnaire they "Should Have," "Could Use," or "Don't Really Need."

They were also so:Aced to indicate the courses needed by those they super-

vise.

The following courses were rated "Should Have" by 50 percent or more of the

middle managers:

J'Should Have"

Percent

Working Efficiently with Individuals OOOOO OOOOO 71

Management Development
54

Effective Communication in the Organization 53

Supervisory Training and Employee Development OOOOO 52

The only course that 50 percent or more of the middle managers thought those

they supervise needed was Working Efficiently with Individuals, 57 percent.

The following tables, 11 through 16, present the data on the six general

areas of managerial responsibility which were answered by all the middle

managers in the Department Stores category.
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TABLE 11

GENERAL MANAGEMENT
(N=50)

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'

Needs"

Percent

Working Efficiently with

Percent Percent

Individuald. . . 71 91 57

Management Development . . . . 54 92 40

Supervisory Training and
Employee Development . . . . 52 84 42

Performance Appraisal and

Counseling Techniques. . . . 42 75 35

Criteria and Selection of
Personnel for Promotion. . . 38 68 26

Analyzing Organizational

Behavior . 35 74 18

Effective Utilization oi Man-

power Resources and

Allocation . . . 27 50 23

Impact of Government Legis-
lation and Controls on

Business 21 59 21

Long-range Planning and Fore-

casting for Corporate Growth 21 47 19

Impact of Computer Technology 13 49 11

The Application of Information
Technology on Decisibn

Making 13 40 9

Principles and Analysis of

Office Systems . 11 44 9

Impact of Science and Techno-

logy on Business Management. 2 42 11

TABLE 12

BEHAVIORAL SCIENCE AND MANAGEMENT
(N=49)

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent Percent Percent

Human Aspect of Management . . 33 80 27

Understanding Group Inter-

action and Behavior. . . . 33 73 23

Impact of Consumer Behavior

on Management. . 30 70 23

Management Psychology. . . . . 25 75 25

Creativity and Innovation. . . 22 59 15

Social and Cultural Trends and
Their Impact on Business

Management . . OOOO 19 47 23

Industrial Sociology . . . . . 13 36 11
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TABLE 13

COMMUNICATION
(N=49)

Effective Communication in

"Should Have"

"Should Have"

and "Could Use"

"Subordinates'
Needs"

Percent Percent Percent

the Organization . 53 92 43

Oral Presentation of Reports . 37 72 31

Effective Reading Skills 34 72 34

Listening Skills . 33 72 41

Business Letter Writing 25 63 27

Effective Report Writing . . . 23 58 23

Conference Leadership. . . . 22 59 17

TABLE 14

ECONOMICS

(N=47)

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent Percent Percent

Economic Trends OOOOO 13 64 9

The Price Mechanism 13 46 9

Fundamentals of Economics. . . 11 47 13

Economics of Production and

Cost . . 7 36 4

The Economic Systems of the

United States . . 6 29 4

Comparative Economic Systems . 2 17 9

Economics of Technology and

Innovation . * 2 9 4

International Economics. . . . 0 9 2
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TABLE 15

QUANTITATIVE METHODS APPLIED TO BUSINESS AND INDUSTRY
(N=46)

"Should Have"

"Should Have"

and "Could Use"

"Subordinates'

Needs"
Percent Percent Percent

Inventory Management 30 48 9

Improving Decision Making of

Managers . OOOO . 24 63 9

Review of Basic Mathematics. . 24 44 22

Statistical Decision Theory. . 16 43 2

Replacement Management 14 41 5

Statistical Procedures and

Methods. 0 9 23 5

Applying Program Evaluation
and Review Techniques (PERT) 7 27 2

Linear Programming 7 18 5

Analytic Geometry. 7 14 2

Probability Theory 2 16 5

Dynamic Programming. . . 2 16 2

Waiting Lines. . a 2 9 2

Calculus of Finite Differences 0 7 2

Matrix Algebra . . 0 5 2

Calculus of Infinite Series. 0 4 2

TABLE 16

COMPUTER OPERATIONS AND DATA PROCESSING
(N=42)

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'

Needs"

Percent Percent Percent

Data Systems and Processing. 21 54 12

Applying the Computer to
Problems of Business and

Management 19 50 10

Fundamentals of Programming

for Computer Operations. . 15 32 7

Mathematics for Digital
ComputersO OOOO 12 29 7
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If the manager's area of major responsibility was not included in the pre-

ceding six, he was asked to complete the one of seven additional areas
that most cicsely corresponded to his special field of work. These were:

Industrial Relations and Personnel Management (8 subjects)

Financial Management (6 subjects)

Manufacturing and Production (10 subjects)

Marketing (9 subjects)

Sales Management (5 subjects)

International Management (10 subjects)

Research and Development (5 subjecta)

The following tables, 17 through 23, show the responses for these special

fields of work:

TABLE 17

INDUSTRIAL RELATIONS AND PERSONNEL MANAGEMENT
(N=22)

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent Percent Percent

In-plant TrainingOOOOO 0 48 67 14

Job Analysis and Job
Evaluation Methods . 35 60 15

Recruiting, Interviewing,
Selection, Assessment of

Personnel and Promotion. . . 32 68 18

Maintaining Efficient and Up-
To-Date Personnel Records. 32 43 21

Management and Labov Relations 25 50 5

Salary and Wage Administration 24 67 19

Employee Benefit Plans 20 55 5

Industrial Safety and Medical

Services. OOOOO . 14 33 10
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TABLE 18

FINANCIAL MANAGENENT
(N=16)

"Should Have"
"Should Have"

and "Could Use"

"Subordinates'

Needs"

Percent Percent Percent

Budgets 44 69 13

Financial Planning and Fore-
casting 31 44 13

Managerial Accounting 25 56 13

Fundamentals of Financial
Reporting and Statement

Analysis 25 50 13

New Developments in Equipment
Replacement Policy 19 38 13

Taxes 19 38 13

TABLE 19

MANUFACTURING AND PRODUCTION
(N=11)

,...4Should

Methods Analysis and Work

Have"

"Should Have"
and "Could Use"

"Subordinates'

Needs"

Percent Percent Percent

Simplification 6 20 40 20

Organization and Management

of Purchasing Operations . . 20 20 0

Materials Handling 11 22 22

Inventory Management . 11 22 0

Automation 10 30 10

Production Planning and

Control Management . 10 20 0

Quality ControlOOOOOO 9 18 9

Maintenance Planning and

Control 9 9 9

Value Analysis . ..... . . 0 20 0

Engineering Economy 0 10 0
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TABLE 20

MARKETING
(N=18)

"Should Have"

"Should Have"

and "Could Use"

"Subordinates'

Needs"

Percent Percent Percent

Fundamentals of Marketing. . . 50 69 31

Marketing Management . . . . 41 59 12

Brand Marketing OOOOOO 24 53 6

Fundamentals of Pricing. . . . 20 47 7

Packaging Design and
Development OOOOOO 17 17 6

Product Planning . 14 21

Marketing Research 13 44 13

Application of Management
Science and Computers to

Marketing Problems 4, 7 20 13

Physical Distribution Methods. 7 14 7

TABLE 21

SALES MANAGEMENT
(N=12)

Mould Have"
Percent

"Should Have" "Subordinates'

and "Could Use" Needs"

Percent Percent

Motivating Salesmen
Selection and Evaluation
of Field Salesmen

Supervision of Field Salesmen
Training of Field Salesmen .
Compensation of Field Salesmen

33

10

9

9

0

50

10

18

18

10

17

INTERNATIONAL MANAGEMENT
(N=8)

None of the middle managers in Department Stores indicated a need for any

of the ten courses in International Management for themselves or those

they supervise.

RESEARCH AND DEVELOPMENT
(N=10)

One manager indicated he "Should Have" the course in Supervision and Manage-

ment of Research Services. One manager each reported he "Could Use" a

course in Evaluation of the Research and Development Programs, and Planning

Budgeting and Control of Projects. None of the managers indicated a need

for the other two courses listed, nor a need for any of the courses on the

part of those they supervise.
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Bachsaund Information of Middle Managers

Personal, Educational, and Professional Background

Forty-eight percent (N=26) of the 54 middle managers were 40 years of

age or younger. This means that almost half have at least 25 more

years of productive employment. Ninety-three percent (N=50) had

completed high school, 46 percent (N=25) had the bachelor's degree,

and seven percent (N=4) had the master's degree. No one had the

doctorate. Six percent (N=3) went to business school and six percent

(N=3) went to trade school. The major fields of study for the under-

graduate and graduate degrees are given below:

TABLE 22

MAJOR FIELDS OF STUDY OF COLLEGE GRADUATES

Number

Bachelor's

Number

Master's

Agriculture 0 1

Business Administration 11 2

Education 1 1

Engineering 1 0

Law 1 0

Liberal Arts 6 0

Psychology 2 0

Other (not specified) 3 0

Total 25 4

The major areas of work for the middle managers in Department Stores

are shown below:

TABLE 23

MAJOR AREAS OF WORK

Number
Managers

Pertent
Managers

Administration . .
18 36

Finance. . OOOOOOOOOO 2 4

Industrial Relations 3 6

Marketing and Sales 17 34

Purchasing and Procurement OOOOOO 4 8

Research and Development 1 2

Traffic and Transportation OOOOOO 1 2

Other (not specified) 4 8

Total OOOOO OOOOOOOO 50 100



Methods of Updating

Forty-nine percent (N=26) of the middle managers would take a credit

course and 67 percent (N=36) would take a non-credit course if they

were offered locally.

No managers were currently enrolled for a degree. Four managers

planned to enroll: one planned to earn the bachelor's degree and

three the master's. Three of the managers planned to study business

administration and one liberal arts.

Eighty-seven percent had no plans for further degree work and their

reasons are given below:

TABLE 24

KEASONS FOR NOT UNDERTAKING ADDITIONAL FORMAL EDUCATION

Number

IJADAMEs

Percent

Managers

Don't have the time 16 34

Job demands no more education 12 26

Cannot afford it 5 11

Not interested 4 9

Can do better on my awn 3 6

Not a high school graduate . 3 6

Live too far from educational center . 1 2

Other (not specified) 3 6

Total 47 100

The variety of educational methods used by middle managers for

updating within the past four years follaws:

TABLE 25

EDUCATIONAL METHODS USED FOR UPDATING WITHIN THE PAST FOUR YEARS
(N=54)

Workshops or seminars on managerial topics .
Company in-service training courses
Attendance at regional or national meetings
of professional societies OOOOO * .

Managerial development within company. . . . .

Number

Managers

Percent

MaNAgal

21

16

11

10

39

30

20

19

Workshops or seminars in liberal arts or

humanitiPs 7 13

Short refresher courses at colleges or

universities 4 7

Correspondence courses 3 6

Television courses 3 6
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0

Many sources of information were used by the middle managers to keep

up with new developments. Table 26 lists these sources:

TABLE 26

SOURCES OF INFORMATION USED IN UPDATING

(N=53)

Percent

PN
r4

0
W
0
cr

0
OD
0
k

W
e 4

4.1

..4
b-4

>I

4.)
0
Z

W
r4
.0

0 cd
::3 .14

0

Discussion with company personnel

m p
44

> m4 C O W
>

o m
A

04-1
H

(informal or formal) 58 38 2 0 2

In-plant reports and bulletins . . 52 23 9 7 9

Business reports . 43 47 6 2 2

Subordinate-superior discussions

or meetings ...... . . . 41 45 5 2 7

Manufacturer's literature. 28 40 17 11 4

Management journals. -. 20 58 13 2 7

Company in-service courses 16 22 11 20 31

Lectures, conferences,
workshops, and seminars. 13 49 11 9 18

Technical books, reports,
abstracts, and indexes 7 20 36 32 5

Scientific and technical journals. 7 19 23 46 5

Use of consultants . .... 5 16 23 49 7

Professional society meetings. . 2 18 14 46 20

College and university evening

courses .. ...... . 2 7 7 77 7

College and university day

courses. . . . . . ..... . . 0 0 5 90 5

Middle managers responded to a listing of seven educational media,

other than classroom instruction, through which they would take

courses. (Table 27)
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TABLE 27

PREFERENCE VOR MEDIA OF COURSE PRESENTATION
(N=54)

NMan:::rs
mPaenracgent

Correspondence coursesOOOOO 18 33

Educational television 17 31
Programmed instruction 16 30

Courses recorded on tapes OOOOOO 12 22
Courses recorded on records O OOOOO . 9 17

Two-way telephone courses OOOOOO 2 4
Two-way radio courses OOOOO 1 2

Company Attitudes Taward Education

Of the 43 managers responding to a question on the attitude of their
immediate superior toward continuing their education, 35 percent
(N=15) said the superior encouraged them and 63 percent (N=27) said
the superior was noncommittal. Two percent (N=1) said the superior
discouraged him.

Middle managers reported their perception of company attitudes
taward participation in professional and educational activities:

TABLE 28

MANAGERS' PERCEPTION OF COMPANY POLICY
TOWARD PROFESSIONAL DEVELOPMENT

Attend company

(N=49)

Encourages Noncommittal Discourages Do Not Know
PercentPercent "Percent

1.
Percent

training courses. 90 0 0 10

Attend professional
meetings 56 22 2 20

Hold office in pro-

fessional societies 43 23 3 31

Attend seminars or
workshops away from
the company 33 24 3 40

Enroll for advanced
work 27 39 2 32

Write technical and
professional papers 19 27 0 54

Educational leave of

absence 2 8 22 68
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Fifty-five percent of the middle managers indicated that they were
employed by companies which provided in-service training; 33 percent
were not, and 12 percent did not know. Sixty-four percent said the
training was entirely on company time, 23 percent said it was partly
on company time, three percent said it was not on company time, and
ten percent did not know.

Forty percent reported that their company had an educational
assistance plan. Forty-seven percent said it did not and 13 percent
did not know. Thirty-four percent said the course had to be job-
related in order to qualify for financial assistance.

The proportion of tuition paid by the company as indicated by the
19 managers who responded to this question, follows:

TABLE 29

PROPORTION OF TUITION PAID

Number

Managers

Allor almost all OOOOO OOOOO 2

About 3/4. OOOOOOOOOOOOOOO 0
About 2/3. OOOOOO 2

About 1/2 OOOOOOOOOO OOOOO 8
About 1/3

Less than 1/3
Don't know OOOOOOOOOOO 9 OOOOOO 5

Total 19

The following table shows the maximum amount of tuition paid per year
by the companies for which the middle managers work:

TABLE 30

MAXIMUM AMOUNT OF TUITION
PAID PER YEAR

Number
Managers

More than $300 OOOOO 0
251 - 300 OOOOO OOOOO 0
201 - 250 0
151 - 200 OOOOOOO OOOOO 2101 - 150 OOOOO 051 - 100. OOOOO OOOOO 3
50 or less OOOOOOO 0
Don't know OOOOO OOOOO 14

Total. OOOOO . 19
20



When asked about the effect of available company educational assist-
ance in motivating them to undertake further education, ten percent
of the middle managers said it had strongly encouraged them, 30
percent said it had partially influenced them, and 60 percent said
it had no effect. There is an inconsistency here: while 40 percent
said the availability of financial aid motivated them to some extent,
no one was actually enrolled and four were planning to enroll.
However, sone who had completed their educational objectives may have
been so motivated at the time they were enrolled.

FIRST-LINE SUPERVISION

In the category of Department Stores, 75 first-line supervisors from nine
stores completed the questionnaire. First-line supervisors were defined
as "those whose major activities have to do with supervisory and foreman
activities." The supervisors responded to a listing of 16 course titles
in the area of supervisory responsibility. They provided information on
their personal, educational, and professional background, methods of
updating, and company attitudes toward education.

Educational Needs

The 75 first-line supervisors in the category of Department Stores were
asked to indicate which of the 16 courses listed in the questionnaire they
"Should Have," "Could Use," or "Don't Really Need." The following courses
were rated "Should Have" by 50 percent or more of the supervisors:

"Should Have"
Percent

Fundamentals of the Supervisor's Job 70

The Tools and Techniques of Effective Supervision 69

Human Aspect of Management 68

Decision Making 67

Leadership 66

Supervisor's Role in Company Economics 51

Table 31 gives the "Should Have" and the combined "Should Have" and "Could
Use" needs for the entire listing of 16 courses, according to four
groupings.
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TABLE 31

FIRST-LINE SUPERVISION TRAINING NEEDS

(N=71)

Principles of Supervision

Fundamentals of the Supervisor's Job

The Tools and Techniques of Effective

Supervision
Decision Making
Supervisor's Role in Company Economics . .

Supervisor's Role in Employee Discipline . .

Inter-Departmental Cooperation . ..... .

Emphae_Training and Evaluation

Evaluation of F,aployee Performance

Employee Training
Safety

The Supervisor and the Union

Labor Relations
Grievance Procedure and Arbitration

Labor Relations Legislation

Developing Those We Supervise

Human Aspect of Management

Leadership
Communications OOOOOO OOOOO
Developing the Work Team OOOOO

"Should Have"

"Should Have"
and "Could Use"

No. No.

50 70 66 93

47 69 65 95

46 67 61 89

35 51 54 79

30 43 60 86

21 30 51 73

32 46 60 87

30 43 56 81

8 12 37 54

10 14 26 37

7 10 29 42

4 6 23 34

46 68 67 99

45 66 66 97

31 46 58 86

25 35 56 79

Background Information of First-Line Supervisors

Personal, Educational, and Professional Background

Seventy-eight percent (N=57) of the first-line supervisors were 40

years of age or younger. Ninety-five percent (N=69) were high school

graduates, 57 percent (N=43) had the bachelor's degree, and one

percent (N=1) had the master's degree; no one had the doctorate.

Seven percent (N=5) had gone to business school and three percent

(N=2) to trade school. The major fields of study for a degree are

indicated in the following table:
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TABLE 32

MAJOR FIELDS OF STUDY OF COLLEGE GRADUATES

Number
Bachelor's

Number
Master's

Agriculture OOOOOOOOO 3 0
Business Administration 17 1

Education. OOOOOOOOOOOOO 2 0
Engineering OOOOOOOOOO 1 0
Liberal Arts 18 0
Other (not specified). OOOOO 2 0

Total 43 1

Below is a listing of the major areas of work for the first-line
supervisors in Department Stores:

TABLE 33

MAJOR AREAS OF WM

Administration
Engineering
Finance

.9

Number

SupervisoraSupervisora
Percent

15

1

1

11

1

1

Marketing and Sales 41 57
Production Control - Records OOOOO 2 3

Purchasing and Procurement . 11 15

Service (yard and labor personnel,etc.). . 1 1

Other (not specified) OOOOOO 5 7

Total 73 100

Methods of Updating

Sixty-two percent (N=46) of the first-line supervisors would take a
credit course and 65 percent (N=48) would take a non-credit course
if they were offered locally.

One of the supervisors was currently enrolled for the bachelor's
degree and one for the master's. Twelve were planning to enroll: one
for the associate degree, one for the bachelor's, and ten for the
master's. The curriculum for those enrolled or planning to enroll
was: eight in business administration, three in liberal arts, one in
education, and one in another field which was not specified.
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For the 71 percent (B=53) of the supervisors who did not have plans
for further formal education, the following reasons were indicated:

TABLE 34

REASONS FOR NOT UNDERTAKING ADDITIONAL FORMAL EDUCATION

Number

kmayisors
Percent

Supervisors

Donit have fhe time. . . . . . . . . 24 44
Cannot afford it . 0 OOOOOOO 12 23
Job demands no more education 8 15
Not interested 4 8
Can do better on my own 1 2
Other (not specified) 4 8

Total 53 100

First-line supervisors had used a variety of educational methods for
updating within the past four years. (Table 35)

TABLE 35

EDUCATIONAL METHODS USED FOR UPDATING WITHIN THE PAST FOUR YEARS
(N-75)

Number

Supervisors
Percent

Supervisor

Company in-service training courses 43 57
Managerial development within company 23 31
Workshops or seminars on managerial topics 7 9

Short refresher courses at colleges or

universities 5 7

Attendance at regional or national
meetings of professional societies . 3 4

Workshops or seminars in 1iberi1 arts or

humanities... OOOOOOOOOO 3 4
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The sources of information used by first-line supervisors in keeping
up to date with new developments are shown in the following table:

TABLE 36

SOURCES OF INFORMATION USED IN UPDATING
(N=71)

03

N
.1

41
0
(1)

0
04

74

(1)
CO
Cti
I.
> ti)
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41
0
Z
0 ca

(1)
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(1) 111
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0 4401

(I)
r4
41
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In-plant reports and bulletins. .

Subordinate-superior discussions

or meetings .

51

49

42

39

3

10

3

1

1

1

Discussion with company personnel
(informal or formal). 44 46 8 1 1

Manufacturer's literature 41 31 15 9 4
Business reports 37 47 11 1 4
Company in-service courses. . 35 33 10 10 12

Management journals . . 21 28 27 15 9

Lectures, conferences,
workshom and seminars 9 27 26 20 18

Use of consultants . . 5 18 11 61 5

College and university evening
courses 3 5 8 75 9

College and university day

courses OOOOO 3 2 6 83 6

Technical books, reports,
abstracts, and indexes 2 15 20 60 3

Scientific and technical journals 2 13 16 64 5

Professional society meetings 0 9 20 62 9

First-line supervisors checked a listing of seuen educational media,
which did not include formal classroom instruction, to show their

preference for media of course presentation. (Table 37)
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TABLE 37

PREFERENCE FOR MEDIA OF COURSE PRESENTATION

(N=75)

Number Percent

Supteryisors Supervisors

Correspondence courses 31 41

Programmed instruction 27 36

Educational television 18 24

Courses recorded on records 7 9

Courses recorded on tapes. . 4 5

Two-way telephone courses 3 4

Two-way radio courses 1 1

Other (not specified) 4 5

Company Attitudes Toward Education

A total of 68 first-line supervisors responded to a question on the

attitude of their immediate superior toward continuing their education.

Twenty-six percent (N=18) said the superior encouraged them; 74

percent (N=50) said he was noncommittal, and no one said he dis-

couraged him.

The attitude of the company as perceived by first-line supervisors

toward participation in educational and professional activities is

reported in the following table. The high percent who did not know

company policy indicates either a lack of policy or a lack of

communication.

TABLE 38

SUPERVISOR'S PERCEPTION OF COMPANY

POLICY TOWARD PROFESSIONAL DEVELOPMENT

Attend company

(N=69)

Encourages Noncommittal Discourages Do Not Know

Percent Percent Percent Percent

training courses. 84 6 2 8

Attend professional
meetings. . . . . . 49 25 3 23

Enroll for advanced

work. . . ..... 38 33 0 29

Hold office in pro-

fessional societies 37 30 0 33

Attend seminars or
workshops away from

the company . . . . 18 22 9 51

Write technical and
professional papers 11 24 2 63

Educational leave of

absence . . . . . . 3 9 23 65
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Seventy-one percent of the supervisors indicated that they were

employed by companies which provided in-service training; 26 percent

said their company did not provide it and three percent did not know.

Sixty-eight percent said the training was completely on company time,

22 percent said it was partly on company time, two percent said it

was entirely on the men's own time, and eight percent did not know.

Forty percent reported that their company had an educational assist-

ance plan; 49 percent said it did not, and 11 percent did not know.

Fifty-two percent said the course must be job-related in order to

qualify for educational assistance.

The proportion of tuition paid by the company, as indicated by the

33 supervisors who answered this question, is shown in the table

below:

TABLE 39

PROPORTION OF TUITION PAID

Number

Supervisors

All or almost all 3

About 3/4 0

About 2/3 OOOOOOOOOOOOOO OOOOO 1

About 1/214 0 OOOOOOOOOOO 23

About 1/3 OOOOOOOOO 1

Less than 1/3 OOOOOOOOOOOOO 0

Don't know . OOOOOOOOOO 5

Total 33

Table 40 shows the maxinum amount of tuition paid per year by the

companies employing the first-line supervisors.

TABLE 40

MAXIMUM AMOUNT OF TUITION
PAID PER YEAR

Number

Supervisors

More than $300 OOOOO 0 f 1

251 - 300 0

201 250. . . . . 0

151 - 200 . . OOOOOOOO . . . . . . 0

101 - 150OOOOO OOOOO 1 1

51 - 100 OOOOO 4

50 or less OOOOOOOOOO 1 OOOOO it 1

Don't know OOOOO OOOOO 25

Total OOOOOOO OOOOO 32
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When asked what the effect of available financial assistance was on

their motivation to undertake further education, six percent of the

supervisors said it strongly encouraged them, 32 percent said it

partially influenced them, and 62 percent said it had no effect.

The seeming inconsistency that was noted for the middle managers

applies to the supervisors: while 38 percent said that the avail-

ability of financial aid had motivated them to some extent to

undertake additional education, only two (3%) of the 75 respondents

were actually enrolled and 12 (167.) were planning to enroll.

COMPARISON OF NEEDS OF MANAGERS AND SUPERVISORS IN DEPARTMENT STORES WITH

THOSE OF MANAGERS AND SUPERVISORS IN TOTAL REPORT

The educational needs of managers and supervisors in the category of

Department Stores as compared with needs of those in business and industry

as seen in the total report, "Managerial and Supervisory Educational Needs

of Business and Industry in Pennsylvania," were in general slightly higher.

Ton Management

Of the 48 subjects listed, the following were indicated as "Should Have"

needs by 50 percent or more of the top managers:

"Should Have"

Percent

Department
Stores

Total
Report

N=31 N=705

Communication in the Organization 79 59

Effective Written Communications
63 50

Working Effectively with Individuals and Groups 61 *

Effecttve Speaking
59 50

Performance Appraisal and Counseling Techniques 59 *

Human Aspect of Management
52 *

Long-range Planning and Forecasting for Corporate

Growth
50 50

Improving Decision Making of Managers 50 *

Management Development
* 53

Overall Strategy and Goals 1
* 50

* Less than 50 percent
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Fifty percent or more of the top managers thought that those they supervise

needed the following subjects:

"Subordinates'
Needs"
Percent

Department Total

Stores Report

N=31 N=705

Effective Written Communications 70 74

Effective Speaking.. ***** , 66 67

Improving Decision Making of Managers .. OOOOO 64 54

Working Effectively with Individuals and Groups . . . 64 66

Management Development OOOOOOOOOO 61 56

Human Aspect of Management OOOOO 59 54

Communication in the Organization OOOOO 57 65

Effective Reading Skills OOOOOOOOO 55 62

Listening Skills.,... 55 62

Managerial Motivation OOOOO 52 *

Performance Appraisal and Counseling Techniques . . . 52 57

* Less than 50 percdnt

Middle Management

Of the 54 subjects listed, 50 percent or more of the middle managers in

Department Stores and in the total report indicated a "Should Have" need

for the follauing:

"Should Have"
Percent

Department
Stores

Total
Report

N=54 N=1,202

Working Efficiently with Individuals 71 65

Management Development. OOOOO 54 66

Effective Communication in the Organization . 53 64

Supervisory Training and Employee Development . . . . 52 53
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Subjects which 50 percent or more of the middle managers thought repre-
sented educational needs of those they supervise were:

"Subordinates'
Needs"
Percent

Department

Stores

Total
Report

N=54 N=1,202

Working Efficiently with Individuals . . ... 57 62

Supervisory Training and Employee Development. 61

Effective Communication in the Organization *" 56

Listening Skills . . . . . . ... 50

* Less than 50 percent

First-Line Supervision

Fifty percent or more of the first-line supervisors said they "Should Have"

the following of a listing of 16 subjects:

"Should Have"

Percent

Department
Stores

Total
.Report

N=75 N=1,713

Fundamentals of the Supervisor's Job . 0 6 70 64

The Toola and Techniques of Effective Supervision. 69 55

Human Aspect of Management ******* 68 53

Decision Making. ********* 67 54

Leadership 66 57

Supervisor's Role in Company Economics . ** 51

Communications . * OOOOOOOOO 51

* Less than 50 percent
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RECOMMENDATIONS

For the total report, "Managerial and Supervisory Educational Needs of

Business and Industry in Pennsylvania," the following recommendations

were made:

For the University

1. The need for additional training in the area of communications --

such subjects as report writing, effective speaking, conference

leadership -- was strong for all three levels of management and

also for those supervised by top and middle management. The

University should expand its programs in this field and make them

available at locations convenient to business and industry.

2. Management development was much needed by both top and middle

management and those they supervise. While historically the

University has been a leader in this field, its efforts should be

intensified.

3. Middle management expressed a high need for themselves and for those

they supervise in human relations. The number of programs in this

field should be increased at the local level by the University.

4. To meet the significant educational needs presented quantitatively

by this study, the University should expand its offerings of

courses, seminars, workshops and institutes for all three levels of

management, and make them available at convenient locations.

5. When classroom instruction was excluded, the largest number of

middle managers and first-line supervisors said they would take

courses by programmed instruction, correspondence, and educational

television. Consideration should be given to offering more courses

using these three media to help meet the self-perceived educational

needs of managers and supervisors.

For Business and Industry

1. Information on company policies toward participation in educational

activities should be much more widely disseminated among middle

managers and first-line supervisors. A large percentage do not

know the policy of their company.

2. Companies should encourage their employees to take advantage of

financial aid which is available for education.

3. The fact that a large number of management personnel felt their

superiors' attitude toward their further education was noncommittal

makes it necessary for the company to take steps to remedy this

condition.
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4. Companies should help their managers to realize and meet the needs

presented by the increasing complexity of modern business and

industry. A number of the subjects which appear co be an integral

part of modern management were not perceived as needed by the

managers and supervisors who took part in this study.

5. Since the participants felt that the most frequent method of

obtaining new information for updating was through discussion with
company personnel, the company should be aware of the great

potential of this means of dissemination of information.

6. Since about four out of ten managers are employed in companies which
do not have in-service educational programs, consideration should
be given to the development of additional in-service programs.

7. Companies should find ways of motivating their employees to avoid
obsolescence in a rapidly changing, competitive business world.

8. Greater consideration should be given to the use of all available

educational media, such as programmed instruction-, correspondence
courses, educational television, and attendance at professional

meetings and workshops.

For the Individual Manager and Supervisor

1. The individual should take the initiative in selecting the most
appropriate media to help him grow with the job and meet the

challenges of the future.

2. He should be aware of available financial assistance plans and

other educational activities provided by his company which may aid

him in meeting his educational objectives.

For Professional Associations

1. Professional associations should assist the companies in encouraging

more educational activities by sponsoring workshops and meetings,

subsidizing training activities, and aid in the dissemination of

information to prevent technological and managerial obsolescence.
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PUBLICATIONS OF THE DEPARTMENT OF PLANNING STUDIES

"Educational Needs of Managers and Supervisors in Cities, Boroughs, and

Townships in Pennsylvania" 168 ($2.00)

"Managerial and Supervisory Educational feeds of Business and Industry

in Pennsylvania" 1967 ($5.0C)

"Survey Report of Managerial and Supervisory Educational Needs of Business
and Industry in Pennsylvania" 1967 ($1.00)

Specific Reports by Industrial Category from "Managerial and Supervisory
Educational Needs of Business and Industry in Pehnsylvania" ($1.00 each):

M-63 Banks

14-64 Chemical, Rubber, and Plastic Products

14-65 Construction
14-66 Department Stores
14-67 Electrical Machinery
14-68 Fabricated Metal Products

. 14-69 Food and Kindred Products

14-70 Insurance
14-71 Machinery (Except Electrical)
11-72 Petroleum Refining

14-73 Primary Metals
14-74 Professional, Scientific, and Controlling Instruments
M-75 Railroads

14-76 Stone,'Clay, and Glass Products

14-77 Telephone and Telegraph
M-78 Transportation
14-79 Transportation Equipment

14-80 Gas and Electric Utilities
14-81 Apparel, Textiles, and Leather

"Research Report of.Continuing Professional Education for Engineers in
Pennsylvania" 1965 ($5.00)

"Survey Report of Continuing Professional Education for Engineers in
Pennsylvania" 1965 ($3.5C)

Fifty-three specific reports from "Research Report of Contiuuing
Professional Education for Engineers in Pennsylvania," .in such categories
as engineering fields, industrial categories, plant size, and geographic
areas ($2.50 each):

Engineering Fields:

E-1 Chemical

g-2 Civil

E-3 Electrical-Electronics
E-4 Electrical-Power
E-5 Engineering-General
E-6 Industrial

E-7 Mechanical
E-8 Metallurgical
E-9 Mining



Industrial Groups:

12-10 Aircraft, Motors, and Parts
E-11 Chemical and Allied
E-12 Electrical Machinery and Equipment
E-13 Machinery
E-14 Mining
E-15 Paper and Allied
E-16 Petroleum R.,:fining

E-17 Primary Metals
E-18 Professional, Scientific, and Controlling Instruments
E-19 Research and Consulting Laboratories
E-20 Transportation
E-21 Electric Utilities
E-22 Gas Utilities
E-23 Telephone and Telegraph
E-24 Water Utilities
E-53 Construction
E-25 State Government Employees

"The Determination and Measurement of Supervisory Training Needs of Hospital
Personnel -- A Survey of Pennsylvania Hospitals" 1965 ($2.25)

f

Specific Reports by Hospital Departments from "The Determination and
Measurement of Supervisory Training Needs of Hospital Personnel -- A
Survey of Pennsylvania Hospitalsi ($.75 each):

Continuing Professional Educational Needs of:

H-54 Hospital Administrators
11-55 Nursing Service and Nursing Education
H-56 Supervisory Personnel in the Dietary Department
11-57 Supervisory Personnel in the Engineering and Maintenance

Department
11-58 Supervisory Personnel in the Business Office and Purchasing

Department
H-59 Supervisory. Personnel in the Medical Records Department
H-60 Supervisory Personnel in the Institutional Care Departments
11-61 Personnel Directors
H-62 Supervisory Personnel in the Clinical and Radiology Labora-

tories

The above publications may be
purchased from:

Continuing Education Business Office
J. Orvis Keller Building
The Pennsylvania State University
University Park, Pennsylvania 16802

Information about the above publications
may be secured from:

Department of Planning Studies
One Shields Building
The Pennsylvania State University
University Park, Pennsylvania 168C2
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MANAGERIAL AND SUPERVISORY EDUCATIONAL NEEDS

IN THE ELECTRICAL MACHINERY INDUSTRY IN PENNSYLVANIA

INTRODUCTION

The education and training of managers is a major problem of business and

industry today. There are a number of conditions facing business and

Andustry which indicate the need for this study. Among them are: -

I. There is a significant increase in managerial positions and a
resulting increase in the need for managerial education and training.
Managerrial positions are increasing faster than the increase in the

total'Work force. Education is needed to keep up to date and prevent

obsolescence, and must .be a continuing process.

2. The rapid growth of managerial knowledge has increased the importance

of disseminating and applying such information.

3. Greater emphasis is being placed on leadership and motivation in

developing competence and resourcefulness.

4. There is. a need for greater emphasis. on longfrange planning.

Companies must operate in increasingly complex and competitive

environments. New skills and abilities are needed for new types

cl work, and in today's highly competitive market improved
efficiency becomes more important.

6. Greater &Oasis is being placed on international management. The

international aspects of business will become more-important, for

more companies in the future, as a greater proportion of sales and

profits of many domestic-firms 'comes from abroad.

7. Scientific research and,development are necessities for business

. growth. The manager must know how to make use of the results of

research.

8. Computer operations and data processing are expanding. Computer

techniques are far in advance of their application by managers.

Continuing Education has undertaken a study of this problem because 'of the

responsibility of The Pennsylvania State University to the citizens of the

Commonwealth in determining,educational needs and in cooperation with other

educational institutions to provide education:to meet such needs..
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SURVEY PROCEDURES

This report is a specific segment of a larger study,* and is based on re-
sponses from 384 managers and supervisors from 24 companies in the Electrical
Machinery industry in Pennsylvania. The survey utilized three questionnaire
forms, one for each level of management: top management, middle management,
and Erst-line supervision. Each questionnaire listed courses in a.number
.of managerial areas pertir.:.t to managerial personnel. The respondents
checked one of three choices: "Should Have," "Could Use," and "Don't
Really Need." Top and middle management were asked to indicate the courses
that represented educational needs of those they supervise in addition to
their own needs; this was not asked of first-line supervision. Middle
management and first-line supervision provided information on their
educational background, methods of updating, and company attitudes toward
education; this was not asked of top management.

SUMMARY

Top Management

Of 48 courses listed, the only, one checked by 50 percent or.more of top
managers was Long-Range Planning and Forecasting for Corporate Growth.
(Page 3) However, nine other courses were said to be needed by between 40
and 50 percent.

For those they supervise, 50 percent or more of top managers said 13 courses
were needed, in the areas of communications; behavioral science and manage-
ment; general management; and industrial relations and personnel management.
(Page 3).

Middle Mattet_nerkt

Fifty percent or more of the middle managers expressed a need for three of
54 listed courses, in areas of management development, human relations, and
communications. (Page 8) Twelve other courses were in the 40 to 50 per-
cent "Should Have" range.

Those supervised by middle management were thought by 50 percent or more of
the managers to need seven of the listed courses. (Page 8)

The educational level was high; with 51 percent having the'bachelor's degree.
Middle managers had used many methods of instruction and sources of infor-
nation for updating, and reported generally favorable attitudes toward
'education on the part of their companies. (Page 16)

* Dubin, S.S., Alderman, E., and Marlow, H.L., "Managerial and Supervisory
Educational Needs of Business and Industry in Pennsylvania," The Pennsyl-
vania State University, 1967. A total of 3,620 managers at three levels
in 250 companies took part in the survey: 705 top managers, 1,202 middle
managers, and 1,713 first-line supervisors. Twenty-two industrial
categories and eight sizes of companies were represented in the study.

2



First-Line Supervision.

Fifty percent or more of the first-line supervisors reported needing six out
of 16 courses in the groupings of principles of supervision and developing
those we supervise. (Page 21) Five other courses were in the 40 to 50
percent range.

Twenty-nine percent of the supervisors had the bachelor's degree. They had
used a variety of methods for updating and many sources of information, and
thought their companies had a favorable attitude toward continuing
educatibi. (Page 22)

TOP MANAGEMENT

In the industrial category of Electrical Machinery, 74 top managers from.24
companies completed the questionnaire. Top managers were defined as "senior
executives who direct an enterprise as a whole or who head the major
divisions."

Edudational Needs Within Areas of Managerial Responsibility

The'questionnaire for top management consisted of 48 suggested courses on
management subjects. These were in the areas of:

General Management (14 subjects)

Behavioral Science and Management (6 subjects) .

Communications Techniques (4 subjects)
Economics (2 subjects)

Quantitative Methods Applied to Business and Industry (2 subjects)
Industrial Relations and Personnel Management (7 subjects)
Financial Management (4 subjects)
Manufacturing and Production (3 subjects)
Marketing (4 subjects)
International Management (2 subjects)

Long-Range Planning and Fcrecasting for Corporate Growth was the only course
with a "Should Have" need of 50 percent or more, at 53 percent. However, 50
percent or more of the top managers indicated that those they supervise
needed the following courses:

"Subordinates'
Needs"

Percent

Effective Written Communication 74

Effective Speaking 67

Working Effectively with Individuals and Sroups 64

Effective Reading Skills 63

Communication in the Organization 63

Listening Skills 61

Improving Decision Making of Managers 59

Creativity and Innovation 57

Human Aspect of Management 55

Management Development 54

Management Reporting Systems 51

Performance Appraisal and Counseling Techniques 50

Criteria and Selection of Personnel b t 50

3



Tables 1 to 10 show the extent of the top managers' needs for each subject

listed, ranked according to the "Should Have" response. The "Subordinates'

Needs" column shows the subjects needed by those supervised by top management.

TABLE'l

GENERAL MANAGEMENT

(N=71)

"ShOuld.Have"

"Shonld Have"

and "Could'Use"

"Subordinates'
Needs"

Percent

LonggRange Planning and Forecasting

Percent Percent

for Corporate Growth . . 53 87 33

Overall Strategy and Goals . . . . .49 88 30

Policy Formation . , . 44 83 28

ImproVing Decision Making of

Managers . . . 41 84 59

Industrial Organization and
Administration . . .' 37 78 .46

Impact of Computer Technology. . . 34 78 43

Effective Utilization of Manpower

Resources and Allocation . . . . 34 65 40

Management Reporting Systems 33 76 51

Managing Major Change in
Organizations . . . . . . 31 59 24

Ethical Considerations in Business 23 56 32

Impact of Science and Technology on

Business Management . 19 61 28

Management of Research and
Development 18 43 - 23

Impact of Government Legislation and
Controls on Business . . 14 50 23

Impact of Mnitinational Aspects of
Planning and Control . . . . . . 13 29 9

TABLE 1

BEHAVIORAL SCIENCE AND MANAGEMENT

(N=72)

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent Percent Percent

Communication in the Organization. 47 78 63

Human Aspect .of Management 39 78 55

Managerial Motivation 38 85 36

Working Effectively with Individuals

and Groups 30 76 64

Creativity and Innovation. 29 68 57

Political, Social, and Cultural
Trends and Their Impact on

Business Management . ... 1 32 10
.
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*TABLE 3

COM4UNICATI9NS TECHNIQUES
(N=72)

"Should Have" "Subordinates'

"Shtiuldalave" and "Could Use" Needs"

Percent Percent Percent

Effective
Effective
Effective

Listening

Written Communications,

Speaking . . . . . . .

Reading Skills. . . . .'

Skills *****

47
47 .-

37

34

7

76

73

82.

81

74

67
63

61

TABLE 4

ECONOMICS
(N=69)

"ShoUld Haire"' "Subotdinates'

"Should Have" and "Could Use" Needs"

Percent Percent Percent

Economic Ttends 17 46 12

Comparative Economic Systems "4
26 10

TABLE 5

ClUANTITATIVE METHODS APP1:IED TO BUSINESS AND INDUSTRY

(N=69)

"Should Have" "Subordinates'

"Should Have" -and%"Couldlibe" Needs"

Peteent:' Petint Percent

Survey Cmrse on Quantitative

Methods OOO O
13 61 14

Statistical Decision Theory 12 55 20
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TABLE 6

INDUSTRIAL,RELATIONS AND PERSONNEL MANAGMENT
(N=71)

"Should Have"

"Should Have"

and "Could Use"

"Subordinates'

Needs"

Percent

Performance Appraisal and

Percent Percent

Counseling Techniques 41. , . . 71 50

Management Development 39. . . 81 54

Incentives 31 . . 73 ' 28

Criteria and Selection of

Personnel 31 65 50

Personnel Policy Affecting Wage and

Salary Structure OOOOO 19 53 24

Personnel Policy Affecting Labor-

Management Relations 17 55 30

Personnel Policy Affecting

. Employment Practices . . . . , . 15 46 28

'

TABLE 7

FINANCIAL MANAGEMENT'
0069)

"Should Have" "Subordinates'

"Should Have" and "Could Use" Needs

Percent Percent . Percent

Managerial Accounting and

Budgeting . . 45 65 43. ..

Capital Budgeting OOOOO -39 61 31

Fundamentali of Finincial Reporting

and Statement Analysis . . 36 69 38

Financial Planning and Forecasting,35 67 .23
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TABLE 8

MANUFACTURIKG-cAND PRODUCTION

'(N'68)

"Should Have" "Subordinates'
"Should Have" and "Could Use" Needs"

POCent Ilercent- Percent

Planning and Utilization of
Physical Facilities 26 52 35

Operations Planning and Control. 15 41 35

Operations Research Applied to
Production 9 37 31

TABLE 9

MARKETING
(Nb66)

"Should Have" "Subbrdinates'
"Should Have" and "Could Use" Needs"

Percent Pefcent Percent

Pricing 44 65 45

Troduct Planning 24 61 27

Marketing Research . . . . . . . . 23 57 16

Logistics Planning . OOOOO 14 42 22

TABLE 10

INTERNATIONAL MANAGEMENT
(N=66)

"Should Have" "Subordinates'
"Should Have" and "Could Use" Needs"

Percent Percent Percent

International Understanding. . . . 8 38 8

International Economic Analysis. 7 30 2

. .



MIDDLE MANAGEMENT

In the industrial category of Electrical Machinery, 135 middle managers
from 24 companies completed the questionnaire. Middle oanagers were de-
fined as "personnel assigned to executive duties in the area between senior
executives and supervisors."

Educational Needs Within Areas of Managerial Responsibility

The six areas of the questionnaire answered by all middle managers were as
follows:

General Management (13 subjects)

Behavioral Science and Management (7 subjects)
Communications (7 subjects)
Economics (8 subjects)

Quantitative Methods Applied to Business and Industry (15 subjects)
Computer Operations and Data Processing (4 subjects)

Managers were asked to indicate which of the 54 courses listed in the
questionnaire they "Should Have," "Could Use," or "Don't Really Need."
They weie also asked to indicate the courses needed by those they supervise.

the following couises were rated "Should Have" by 50 percent or more of the
middle managers:

"Should Have"
Percent

Management Development 61

Working Efficiently with Individ4a1s 57
Effective Communication in the Organization 53

Fifty percent or more of the middle managers thought that those they super-
vise needed the following courses:

"Subordinates'
Needs"

Percent

Supervisory Training and Employee Development 68

Working Efficiently with Individuals 65

Effective Communication in the Organization 57

Performance Appraisal and Counseling Techniques 53

Listening Skills 53

Oral Presentation of Reports 51

Effective Report Writing 51

The tables following, 11 through 16, present the data on the six general
areas of managerial responsibility which were answered by all the middle

managers in the Electrical Machinery category.
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TABLE 11

GENERAL MANAGEMENT
(N=122)

"Should Have"

"Should Have"

and "Could Use"

"Subordinates'
Needs"

Peicent

Management Development. 61

Working Efficiently with Individuals 57

Supervisory Training and EmplOyee. .

Development . ..... . . 45

Performance Appraisal and Counseling

Percent

93

88

73

Percent

48

65

68

Techniques .... 44 85 53

Criteria and Selection of Personnel

for Promotion 39 79 33

Long-Range Planning and Forecasting
for Corporate Growth . . 28 65 19

Analyzing Organizational Behavior . 25 70 21

Effective Utilization of Manpower
Resources and Allocation. . . 25 61 28

Principles and Analysis of Office

Systems .. .... 21 51 24

The Application of Information Tech7
nology on Decision Making . . . 19 58 22

Impact of Computer Technology . . 18 60 24

Impact of Science.and Technology on
Decision Making . . 15 52 18

Impact of Government Legislation and
.Controls..on Business':...0 . . . 11 36 . 16

TABli12

BEHAVIORAL SCIENCE AND.MANAGEMENT
(N=117)

"Should Have" "Subordinates'

"Should Have" and "Could Use" . .Nedds"

Percent Percent :Pertent

34
43

31

27

16

9

8

Human Aspect of Management. 35 78

Creativity and Innovation 32 86

Understanding Group Interaction

and Behavior, . 0 22 69

Management Psychology . . 21 65

Industrial Sociology. 6 6 37

Social and Cultural Trends and Their

Impact on Business Management : 5 28

Impact of Consumer Behavior on

Management ... 3 24
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TABLE 13

COMMUNICATION
(N=120)

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'

Needs"

Percent

Effective Communication in the

Percent Percent

Organization 53 91 57

Oral Presentation of Reports. . 42 51

Effective Report Writing 42 72. 51

Conference Leadership 38 72 ,41

Effective Reading.Skills 37. 79 46

Listening Skills 35 74 .
53

Business Letter Writing 30 67 44

TABLE 14

ECONOMICS

(N=115)

"Should Have"

"Should Have" and "Could Use"

Percent Percent

"Subordinates'
Needs"

Percent

Economics of Production and Cost 27- 70 ?9

The Price Mechanism 22 64 18

Economic Trends 14 42 6

Economics of Technology and

Innovation 9 31 9

Fundamentals of Economics . . . 6 39 16

International Economics 5 22 7

Comparative Economic Systems. . 4 18 8

The Economic Systems of the United

States 3 18 8



TABLE 15

QUANTITATIVE METHODS APPLIED TO BUSINESS AND INDUSTRY

(N*115)

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent-

Improving Decision Making of

Percent Percent

Managers 30 .73 29

Inventory Management 25 47 26

Applying Program Evaluation and
Review Techniques (PERT).'. . . .21 55 21

Review of Basic Mathematics . . 20 40 20

Replacement Management 19 49 16

Statistical Procedures and Methods 18 57 33

Statistical Decision Theory . . 17 62 20

Probability Theory 14 51 23

Linear Programming 10 32 12

Dynamic Programming 8 33 12

Waiting Lines 6 30 6

Analytic Geometry 5 22 9

Matrix Algebra 4 23 10

Calculus of Infinite Series . . . 4 14 8

Calculus of Finite Differences. . 2 13 7

TABLE 36

COMPUTER OPERATIONS AND DATA PROCESSING
(N=117)

"Should Have" "Subordinates'

"Should Have" and "Could Use" Needs"

Percent Percent Percent

Applying the Computer to Problems

of Business and Management. . . 24 64 25

Data Systems and Processing . . 21 57 26

Fundamentals of Programming for
Computer Operations 18 40 23

Mathematics for Digital Computers 10 26 16

11



If the manager's area of major responsibility was not included in the pre-

ceding six, he was asked to complete the one of seven additional areas that

most closely corresponded to his special field of worki These were:

Industrial Relations and Peisonnel Management (8 subjects)

Financial Management (6 subjects)

Manufacturing and Production (10 subjects)

Marketing (9 subjects)

Sales Management (5 subjects)

International Management (10 subjects)

Research and Development (5 subjects)

The following tables, 17 through 23, show the responses.

12



TABLE 17

INDUSTRIAL RELATIONS AND PERSONNEL MANAGEMENT

(N=41)
I.

"ShOdld Have"
"Should Have"

and "Could Use"
"Subordinates'

Needs"
Percent

Recruiting, Interviewing, Selection,
Assessment of Personnel and

Percent Percent

Promotion 41 61 37
In-Plant Training : OOOOO 31 .6§ 29
Management and Labor Relations . . . 30 :''. 60 24
Salary and Wage Administration

Job Analysis and Job Evaluation
22 ''''. 57

%

19

Methods O 19 61
,
31

Maintaining Efficient and Up-To-
Date Personnel Records 15 56 32

Employee Benefit Plans . 0 11 30 14
Industrial Safety and Medical

Services ,. est 8 36 18

TABLE 18

FINANCIAL MANAGEMENT
(N=35)

"Should Have" "Subordinates'..vi

"'Should Have" and "Could Use II Needs"
Percent Percent Percent

Budgets . OO 45
. P 27

Managerial Accounting . . 32 ..56 18
Fundamentals of Financial Reporting

.

and Statement Analysis . . . . 31 56 25
Financial Planning and Forecasting . 25 47 19
New Developments in Equipment
Replacement Policy.. 23 7. 20

Taxes 9 31. 9
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TABLE 19

MANUFACTURING AND PRODUCTION

'..... (N=72)

"Should Have"

"Should HkveR-and"Could Use".

"Subordinates'

Needs"

Percent Perc'ent .r "Percent

Value Analysis' 49. 77 44

Production Planning and Control*

Management 45 '73 45'

Inventory Management 40 55 36

Automation OOOOOOO f 36 70 33

Maintenance Planning and Control. 36 .59 46

Engineering Economy 34 66 38

Methods Analysis and Work

Simplification 33 69 49

Quality Control 32 60 36

Organization and Management of

Purchasing Operations 32 60 30

Materials Handling 32 58 45

TABLE 20

MARKETING
(N=27)

"Should Have"

"Should Have"
and "Could Use

"Subordinates'
.Needs"

Percent . Percent
-

PerCent

Fundamentals of Pricing 44 63: 22

Product Planning 42 61 31

Marketing Management 23 38 12

Fundamentals of Marketing . . . . 22 41 15

Packaging Design and Development 15 23 15

Marketing Research 13 38 13

Application of Management Science

and Computers to Marketing

Problems 12 36 16

Physical Distribution Methods . 8 20 8

Brand Marketing 4 4 4
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TABLE 21

SALES MANAGEMENT
(N=25)'

"Should Have" "Subordinates'

"Should Have" 'and "CoUld Use". Needs"
'Percent Percent Percent

,.

Supervision of Field Salesmen 29 29 4
Motivating Salesmen 25 29': 4
Compensation 'of Field Salesmen 21 29''

,

4
Selection ahd Pmaluation of Field

Salesmen 20

.

28 4
Training of Field Salesmen 17 34 4

TABLE 22

INTERNATIONAL MANAGEMENT
(N=19)

"Should Have" "Subordinates'

"Should Have" and "Could Use" Needs"

PerceRt Percent. Percent

.

_
,

Monetary Exchange Problems . 6 6
..;:; .

. .. . .

International Understanding 0 11 6

Commercial Policy and Trade Control. . 0
-.

li 6
.

International Law 0 6 12

International Economic Organizations , d 6 6
. .

British Commonwealth, United Nations, 'iv-
,

cluding International Monetary Fund and
World Bank and Their Role in World

Trade 0 6; 6

United States Foreign Economic Policy. 0 6 6

International Economic Analysis 0 0 6

Sources of Funds: Financing of Day-to-
Day Transactions or 0 6

Appraising and Developing Foreign Markets 0 0 5

TApLE 23

RESEARCH AND DEVELOPMENT
(N=37)

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'
Needs"

'Percent

EvalUation of the Research and Development

' Percent Percent

Programs ....... . . . . .46 65 27

Planning Budgeting and Control of 4

Products 19 75 31

Guidelines for Selecting and Appraising
New Projects 39 72 31

Supervision and Management of Research

Services
,

67 29

Building Research and Development Teams . 34 26
I
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Background Information of Middle Managers,

Personal, Educational, and Professional Background

..

Thirty-eight percent.(N=51) of the middle managers were 40 years of

age or yotnger, This means that they have at least 25 more years of

productive employment. Ninety-six percent (N=130) had completed high

school, 51 percent (N=69) had the bachelor's degree, and,ten percent

(N=14) had the master's degree:. 'Three persons had the doctorate. Six

percent (N=8) went to business dchool and nine percent (N=12) went to

trade school. The major fields of study,fOr the undergraduate and

graduate degrees are given below.

.1.

TABLE 24

MAJOR FIELDS OF STUDY OF COLLEGE GRATUATES

Ntmber Number Number

Bachelor's Master's 119=1/1

Agriculture. : di . . . .. . . 4 4 1 0 0

Architecture... 1 0 0

Business Administration. , 10 0

Education.,., 9 94,04 4 4 2 '0

Engineering. . . . 36 7 1

Law..... 0 1 '0

Liberal Atts . 9 0 0

Psychology . ..- . 6 2 2

Other (not specified) 4. 2 0 0

Total .
69 14 3

The major areas of work for the middle managers in Electrical

Machinery are shown below.

TABLE 15

MAJOR AREAS OF WORK

...

Number
Nanagers

Percent
Managers

'Adthinistration
18 13

Engineering 9 28 22

Finance. . 4 A 419,414o 11 8

Industrial.Relations .... .. 7 5

Maintenance.
3 '2

Manufacturing . 34 27

Marketing and Sales 12 9

Production Control -- Records. . 9 . . 5 4

Purchasing and Procurement , , 7 5

Research and Development 4 4 3.

Traffic and Transportation . ...... . 3 1

Other (not apecified) 9 9
2 1

Total
134 100



!:
Methods' of Updating

Sixty-nine percent (Y292) of the middle managers would take a credit

course and 77 percent (N-103) would take a non-credit course if they

were offered locally.

Two managers were currently enrolled for the badhelor's degree and

one was enrolled for the dodtorate. Sixteen managers planned to

enroll and ten of these planned to earn the master's degree; li

planned to study business administration, three engineering, and

two education. Seventy-six percent had no plans for further degree

work and their reasons are given below.

TABLE 26

REASONS FOR NOT UNDERTAKING ADDITIONAL DEGREE WORK
.;:

Don't have the time_____.,.
Live tOd far from educational center

Job demands no more edudation. . . . .

Cannot afford it 00000 .4104.40000 C
'Can do better on my own......;.
Not interested ...........9 9.. ....
Not a high school graduate . .

Other (not-specified). .

,

Number
Kanagers

38
15

13

7

5

5

3

16Total 0 102.
w

Middle managers had used a variety of educational methods for up

datinr within the past four years..

TABLE 27

EDUCATIONAL METHODS USED FOR UPDATING WITHIN THE FAST FOUR YEARS

(N=135)

Workshops or seminars on managerial topics. . ,

Company in-service training courses
Attendance at regional or national meetings

Number

Mann
63
55

Percent

MAnaeers,

47

41

of professional societies OOOOO 54 40

Managerial development within company 41 30

Short refresher courses at colleges or

universities . 4. . 19 14

Correspondence courses . .
19 14

Workshops or seminars in liberal arts or

humanities. , f
4 3

Television courses OOOOO 3 2
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Many sources of information were used by the middle managers to keep

up with new developments. Table 28 lists these sources.

TABLE 28

SOURCES OF INFORMATION USED IN UPDATING
(N=132)

Percent

1

Discussion with company personnel

ru%r4
43
00

0 0
04

0
DO

-00
<C gD

0)
r4
43
43
erl
1-3

sti 1.4

>

41

W

a)

1-4
ra0 0
r1
0

0
0 tw
M H

(itifoi-mal or formal) 59 34 3 2 2

Subordinate-superior discussions or.

meetings , . 57 34 5 3 1

In-plant reports and bulletins . . . 51 39 3 2 5

Business rekrts 33 42 15 9 1

Manufacturer's literature 31 39 16 13 1

Management Journals. 21 45 19 9 6

Technical books, reports, abstracts,

and indexes 20 41 23 14 2

Scientific and techniCal journals . 18 42 23 16 1

Lectures, conferences, workshops,

and seminars 17 38 26 8 11

Campany in-service courses 10 28 18 22 22

Professional society meetings . . . .. 9. 28 33 , 28 2

College-university evening courSes . 7 6 10 63 14

Use of consultants 4 12 34 47 3

College-university day courses . . . . 2 1 7 86 4
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Middle,managera responded to a listing of seven educational media,

other ihan clwroom instruction, thimigh which thkifonld take

,1..courses. Their replies follow, ,

TABLE 29

PREFERENCE FOR MEDIA OF COURSE PRESENTATION
(N=135)

.Nutpber 14rcent

Managers Managers

Programmed instruction.
Correspondence courses

58

50

43

37

Educational television . 42 31

Courses recorded on tapesOOOOO IP 17 13

Courses recorded on records e 4 15 11

Two-way radio courses. 8 6

Two-way telephone courses 6 '0 0 7 5

Company Attitudes Toward Education

Of the 132 managers responding to a question on the attitudes of

their immediate superior toward continuing their education, 38

percent (N=50) said the superior encouraged them and 61 percent

(Pm81) said the superior was noncommittal. One person said the

superior discouraged hip.. Middle managers reported their per-

ception of company attitudes toward participation in professional

and educational activities.

TABLE 30'

MANAGERS' PERCEPTION OF COMPANY POLICY

TOWARD PROFESSIONAL:DEVELOPMENT
(N=128)

Encouragek,Foncommittal Discouragts Do Not Know

Percent Percent Percent Percent

Attend company training

courses. 84 6 1 9

Attend professional meetings 77 . 17 2 4

Write technical and pro-
fessional papers . . . 76 12 0 12

Enroll for advanced work 75 11 0 14

Hold office in professional .

societies . . . . 75 18 1 6

Attend workshops or seminars
away from the company..,. 62. 19 5 14

Educational leave of absence 11 22 7 60
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Fifty-nine percent of the middle managers were employed by companies
which provided in-service training; 38 percent were not, and three

percent did not know. Thirty-three percent said the training was

entirely on company time, 44 percent said it was partly on company
time, 11 percent said it was not on company time, and 12 percent did

not know, v..

Eighty-eight percent reported that their company had an educational

assistance plan. Nine percent said it did not and three percent did

not know. Sixty-six percent said the course had to be job-related

in order to qualify" for financial assistance.

The proportion of tuition paid by the company is shown below.

TABLE 31

PROPORTION OF TUITION PAID

Number

Managers

All or almost all 76

'About 3/4 , .9

About 2/3 5

About 1/2 16

About 1/3 0

Less than 1/3 1

Don't know 7

Total 114

The following table shows the maximum amount of tuition paid per year
by the companjes for which the middle managerswork.

TABLE 32

MAXIMUM AMOUNT OF TUITION
PAID PER YEAR

More than $300

Numbei
Managers.

31

251 - 300 ************* . . 10

201 - 250 3

151 - 200 5

101 - 150 2

51 - 100 3

50 or less 0

Don't know 57

Total . . 111'
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When asked about the effect of available company educational assis-
tance in motivating them to undertake further education, 20 percent
of the middle managers said it had strongly encouraged them, 35
percent said it had partially influenced them, and 45 percent said

it had no effect. There is an inconsistency here: while 55 percent

said the availability of aid motivated them to some extent, only
three persons were actually enrolled and 16 were planning to enroll.

FIRST-LINE SUPERVISION

In the industrial category of Electrical'Machinery, 175 first-line super-

visors from 24.companies completed the questionnaire. FirSt-line super-

visors were defined as "those.whose major activities have to do with

supervisory and foreman activities." The supervisors.responded to a

listing of 16 course titles in the area of supervisory resPonsibility.

They provided information on their personal, educational, aria professional

background, methods of updating,and company attitudes toward education.

Educational Needs

The 175 first-line supervisors in the category of Electrical Machinery

were asked to indicate which of the 16 courses listed in the questiOnnaire

they "Should HaVe," "Could Use," or "Don't Really Need." The following

courses were rated "Should Have" by 50 percent or more of the supervisors;

"Should Have"
Percent

Fundamentals of the Supervisor's Job ****** 62

The Tools and Techniques of Effective Supervision . . . . . . .59 .

Leadership 54

Human Aspect of Management ******** . . . 52

Decision Making. . . $ 0 f OO f OOOO 11' 52

Communications . . *************** 51

Table 33 gives the "Should.Have"'and,the combined "Should Have"-and "Could

Use" needs for the entiie Iliting of 16 courses, according to four group-

ings.
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TABLE 33

FIRST-LINE SUPERVISION TRAINING NEEDS

(N=170)

"Should Have"

"Should Have"
and "Could Use"

No. 70 No.

Principle's of Supervision

Fundamentals of the Supervisor's Job . . 104 62 154 92

The Tools and Techniques of Effective

Supervision . ******* 100 59 147 87

Decision Making 86 52 139 84

Supervisor's Role in Employee Discipline . 79 48 138 84

Inter-Departmental Cooperation 73 44 132 79

Supervisor's Role in Company Economics . . 73 43 . 140 83

Employee Training and Evaluation

P

Evaluation of Employee Performance . . . . 75 45 139 83

Safety * ***** 1 ******* 58 35 121 73

Employee Training ***** ;. 53 31 120 71

The Supervisor and the Union

Grievance Procedure and Arbitration . . 62 37 112 67

Labor Relations 53 31 .114 67

Labor.Relations Legislation . . . 22 13 95 57

Developing_ Those We'Stpervise

Leadership * *** : ** .... 91 . 54 150 89

Human Aspect of Management 07 52 144 86

Communications 86 51 143 85

Developing the Work Team 68 '41 133 80

Background Information of First-Line Supervisors

Personal, Educational, and Professional Background

Forty-five percent (N=78) of the first-line supervisors were 40 years

of age or younger. Eighty-four percent (N=147) were high school

graduates, 29 percent (N=50) had the bachelor's degree, and two

percent (N=3) had the master's degree; no one had the doctorate.

Six percent (N=10) had gone to business school and 19 percent (N=33)

to trade school. The major fields of study are indicated in the

following table.



TABLE 34

MAJOR FIELDS OF STUDY OF COLLEGE GRADUATES

Number

Bachelor's

Number

Master's

Agriculture l' 0

Business Administration .. . ..... 7' 1

Education ..... ' OOOO * 2 0

Engineering '
34 2

Law . . . :.
1 0;

Liberal Arts 2 0

Psychology . . ........ .' . . . 2 0

Other (not specified) ..... .. 00 1 0

Total 50 3

The major areas of work for the first-line supervisors in Electrical

Machinery ere shown in the .following table:

TABLE 35

MAJOR AREAS OF WORK

'Number Percent

Superitisors, Sme.saisors

Administration ..... . . OOOOO 11 6

Engineering 27 16

Finance 7 4

Industrial Relations . .
6 3

Maintenance 11 6

Manufacturing 75- 45

Mirketing and Sales . ; ...... . 1 1

Production Control - Records 10 6

Purchasing and Procurement 2 1

Research aud Development
Service (yard and labor personnel, etc.)

4
4

2

2

Traffic and Transportation . . ... S. 3 2

Other (aot specified) ...,

..
.

Total .... :0

-11

172

6

100



Methods of Updating

Sixty-one percent (N=104) oi the first-line supervisors would take a

credit course and 71 percent (N=123) would take a non-credit course
if they were offered locally.

Ten of the supervisors were currently enrolled and 18 were planning

to enroll in a degred iirdgram. Busihegs administration and engin-

eering were the most pdpillar major fields of study. For the 124

supervisors who did riot have plans for further formal education,

the following reasons were indicated:

TABLE 36

REASONS FOR NOT UNDERTAKING ADDITIONAL FORMAL EDUCATION

Don't have the time. . 0.

Not a high school graduate I!

Cannot afford it OOOOO

OO

..

Number
Supervisors

45

18

16

Live too far from educational center 10

Job demands no more education. OO 8

Not interested OOO , 6

Can do better on my own 5

Other (not specified) 16

Total OO ....... .. . 124

First-line supervisors had used a vatiety of educational methods for
updating withinthe past four years.

TABLE 37

EDUCATIONAL METHODS'USED FOR UPDATING WITHIN' THE PAST FOUR YEARS

(N=175) 1

Number
SuperviSors

Percent

ausmilatE

Company in-service training courses. 82 47

Managerial development within company. 65 37

Workshops or seminars on managerial

topics 55 31

Attendance at regional or national
meetings of professional societies 34 19

Short refresher courses at colleges

or universities 21 12

Correspondence courses . .... 21 12

Workshops or seminars in liberal

arts or humanities OOOO 6 3

High school courses to improve job
performance OO OOO . J C 5 3

Television courses . OOO 5 3
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The sources of information used by first-line supervisors in keeping

up to date with new developments are shown in the following table.

s"-TABLE 38

SOURCES OF INFORMATION USED IN UPDATING
(N=163)

,..1

4.)

0 W
w W
0 0
0'1 I-I

.4) W al W
CO

Percent

4-1
0Z

W
0 CO

w
r4
4

w to

0
r0
r4 .44
00 44

14
4) 4J
tts 1-4

4.4
QJ 4J
CO ,e4

In-plant reports and bulletins
Discussion with company per-

sonnel (informal or formal).

Subordinate-superior discussions

of meetings 0 0 0 ili 4141

Manufadturer's literature. . .

TedhilOal books, reports'i ab-

stracts, and indexes . . . 0 0

Management journals. . . . . .

Scientific and technical Jour
nals .

ll 0

Lectures, conferences, work-

shops, and seminars. . . . . i

Company in-service courses . ,

Business reports
Use of consultants
Professional society meetings. .

College-university evening

courses.
College-univerSity day courses

54

49

37

20

14

13

12

12

10

9

7

5

3

1

35

45

46

46

40

,34

32

31

32
33

19

16

'11
.,

3

5

4

11

13

25

25

30

24

12

31

24

24

16

5

3

1

3

14

19

18

23

15

17

23

45
51

60

86

3

1

3

7

2

10

3

18

29

4

5

4

10

5

First-line supervisors checked a listing of seven educational media,

which did not include forthal classroom instruction, to show their

preferences for media of course presentation.



TABLE 39

'PREFERENCE FOR MEDIA OF COURSE PRESENTATION' ,

(N=175)

Number
Supervisors

PoZcent
Supervisors

Correspondence courses 81 46
Programmed instruction 1 81 46
Educational television 53 30
Courses recorded on records 25 14
Courses recorded on tapes. 20 11

Two-way telephone courses. 16 9

Two-way radio courses. 8 5

Company Attitudes Toward Education

A total of 166 first-line supervisors responded to'a question on the
attitude of their imnediate superlor toward continuing their
education. Forty-eight percent (N=79) said the superior encouraged
him, 51 percent said he was noncommittal, and two individuals said
he discouraged them.

The attitude of the company as perceived by first-line supervisors

toward participation in educational and professional activities is
reported in the following table. The high percent who did not know
company policy'on educational leave of absence indicates either lack
of policy or lack of communication.

TABLE.40.
. .

SUPERVISORS' PERCEPTION OF COMPANY
. POLICY TOWARD PROFESSIONAL DEVELOPMENT

(N=161)

Encourages. Noncommittal Discourages Do Not Know
Percent Percent

Attend company training

Percent Percent

courses. . 80' 5 1 14
Attend professional meetings 69 ' 8 5 18
Enroll for advanced work . . 63 16 1 20
Hold office in professional

societies. . 57 17 1 25
Write technical and profes-

sional papers. 48 13 0 39
Attend seminars or workshops

away from the company, 43 18 7 32
Educatioaal leave of absence 15 9 9 67
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Fifty-nine percent of the supervisors were employed by companies

which provided in-service training; 35 percent said.their company

did not provide it and six peicent did not 'know,. Thirty-five percent

said the training was comple.tely on company time, 30.percent said

it was partly on company time, 15 percent said it was entirely on

the men's own time, and 20 percent did not know.

Seventy-five percent reported that their company had an educational

assistance plan; 13 percent said it did not, and 12 percent did not

know. Fifty-seven percent said the course must be job-related in

order to qualify for educational assistance. .

The proportion of tuition paid by the company is shown.in the table

below.

TABLE 41

PROPORTION OF TUITION PAID

All or almost all
About 3/4. 00000
About 2/3
About 1/2. .

About 113. OOOOO
Less than 1/3. . OOOOOOOO
Don't know OOOO 9

. .

Total .11, . O OOO O

4 ft

OOOOO

Number
Supervisors

58

11

7

21

I.

1

26

125

Table 42 shows the maXiMiini'imount of tuition paid per year by the

companies employing thi Tiksi-line supervisors..

TABLE 42

MAXIMUM AMOUNT OF TUITION
PAID PER YEAR

Number
Supervisors

More than $300 . 18

251- 300. . 8

201 - 250. OOOOOO 5

151 - 200,...., ._ . OOOOO 2

101 - 150 OOOOO 0

51 - 100 4

50 or less. OOOOO 0

Don't know .
84

Total OOOOOOOO 121



When asked what the effect of available financial assistance was on

their motivation to undertake further education, 21 percent of the

supervisors said it strongly encouraged them, 33 percent said it

partially influenced them, and 46 percent said it had no effect.

The same inconsistency that was noted for the middle managers

applies to the supervisors: while 54 percent said that.the avail-

ability of financial aid had mptivated them to.some extent to

undertake additional education, only ten of the 175 respondents

were actually enrolled and 18 were planning to enroll.

COMPARISON OF NEEDS OF MANAGERS AND SUPERVISORS ra ELECTRICAL MACHINERY

WITH THOSE OF MANAGERS AND.SUPBRVISORS IN .TOTAL REPORT

The educational needs of managers and supervisors in the industrial category

.
of Electrical Machinery.as compared with needs of those in business and

industry as seen in the total repott, Nanagerial and Supervisory Educational

Needs of Business and Industry in Pennsylvania," were quite similar. The

only notable difference vas in the.educational needs of top management.

Top Management

Of the 48 subjects listed, the following were indicated as "Should Have"

needs by 50 percent or more of the top managers:

. . . .

"Should Have"

Percent

Electrical
Machinery

Total
Report,

N=705N=74

Communication in the Organization. . . . . . * 59

Management Development .. * ** *
.

53

Long-Range Planning and Forecasting for

Corporate Growth . 53 50

Effective Speaking . . .
* 50

Effective Written.Communication ..... * 50

Overall Strategy and Goals OOOOO * 50

* Less than 50 percent

Fifty percent or more of the top managers thought that those they supervise

needed the following subjects:

IP %.

?.

4 4

I I

28
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Effective Mtitten Communication .

Effective Speaking
Working Effectively with Individuals

"SubordintteLAteAll
P6rcent

Electrical Total

Machinery Report

N=74

74

67

N=705

74

67

and Groups OOOOO ....A., 0 64 66

Communication in the Organization. , 63 65

Effective Reading Skills 0" .; 63 62

Listening Skills . 61 62

Performance Appraisal and Counseling

Techniques . 0 II f 50 57

Management Development OOOOO 54 56

Human Aspect of Management ... 55 54

Improving Decision Making of Managers. 59 54

Creativity and Innovation. . 57

Management Reporting Systems 4,, 51

Critezia and Selection of Personnel. 50

* Less than 50 percent

Middle Management
Of the 54 subjects listed, 50 percent of more of the middle managers in

Electrical Machinery and in the total report indicated a "Should Have"

need for the following:

"Should Have"

Percent

Electrical
MachinetyL

N=135

Total
Report

N=1202

Management Development A)
61 66

Working Efficiently with Individuals . 57 65

Effective Communication in the Organization. 53 64

Supervisory Training and Employee Development. 53

* Less than 50 percent
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Subjects which 50 percent or more of the middle managers thought repre-
sented educational needs of those they supervise were:

II

"Subordinates' Needs"
Percent

Electrical
Machinery

Total
Rp)ort,

N=1202N=135

Supervisory Training and Employee Development. . . 68 61
Working Efficiently with Individuals . . . . . 65 62
Effective Communication.in the Organization. 57 56

Performance Appraisal and Counseling Techniques. 53
Listening Skills, 53 , 50

Oral Presentation of Reports 51
Effective Report Writing OOOOOO 51

* Less than 50 percent

1

First-Line itnervision

Fifty percent or more of the first-line supervisors said they needed the
following six of a listing of 16 subjects:

.

"Should Have"

Percent.
Electrical . Total
Machinery geport

N=175 N=1713

Fundamentals of the Supervisor's Job . . . . . . 62 64
Leadership 0 *************** 54 57

The Tools and Techniques of Effective Supervision. 59 55
Decision Making ***** I 52 54
Human Aspect of Management 52 53

Communications .111 ***** 51 51
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RECOMMENDATIONS

For the total report, "Managerial and Supervisory Educational Needs of
Business and Industry in Pennsylvania," the following recommendations

mere made:

For the University

1. The need for additional training in the area of communications --

sdch subjects as report writing, effective speaking, conference
leadership -- was strong for all three levels of management and
also for those supervised by top and middle management. The

University should expand its programs in this field and make
them available at locations convenient to business and industry.

2. Management development was much needed by both top and middle

management and those they supervise. While historically the

University has been a leader in this field, its efforts should

be intensified.

3. Middle management expressed a high need for themselves and for

those they supervise in human relations. The number of programs

in this field should be increased at the local level by the

University.

4. To meet the significant educational needs presented quantitatively
by this study, the University should expand its offerings of
courses, seminars, workshops and institutes for all three levels

of management, and make them available at convenient location.

5. When classroom instruction was excluded, the largest number,of
middle managers and first-line supervisors said they would take

courses by programmed instruction, correspondenceoind educational

television. Consideration should be given to offering more courses

using these three media to help meet the self-perceived educational

needs of managers and supervisors.

For Business and Industa

1. Information on company policies toward participation in educational

activities should be much more widely disseminated among middle

managers and first-line supervisors. A large percentage do not know

the policy of thcir company.

2. Companies should encourage thei- -nlplyees to take advantage of

financial aid which is availabl : education.

3. The fact that a large number of management personnel felt their
superiors' attitude toward their further education was noncommittal
makes it necessary for the company to take steps to remedy this

condition.
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4. Companies should help their managers to realize and meet the needs

presented by the increasing complexity of modern business and

industry. A number of the subjects which appear to be an integral

part of modern management were not perceived as needed by the

managers and supervisors who took part in this study.

5. Since the participants felt that the most frequent method of
obtaining new information for updating was through discussion with
company personnel, the ccmpany should be aware of the great potential

of this means of dissemination of information.

6. Since about four out of ten managers are employed in companies which

do not have in-service educational programs, consideration should be

given to the development of additioanl in-service educational programs.

7. Companies should find ways of motivating their employees to avoid

obsolescence in a rapidly changing, competitive business world.

8. Greater consideration should be given to the use of all available

educational media, such as programmed instruction, correspondence

courses, educational television, and attendence at professional

meetings and workshops.

For the Individual Manager and Supervisor

1. The individusi should take the initiative in selecting the most
appropriate media to help him grow uith the job and meet the

challengesof the future.

2. He Ahould be aware of available financial assistance plans and

other educational activities provided by his company which may aid

him in meeting his educational objectives.

For Professional Associations

1. Professional associations should assist the companies in encouraging

more educational activities by sponsoring workshops and meetings,

subsidizing training activities, and aid in the dissemination of

information to prevent technological and managerial obsolescence.
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PUBLICATIONS OF THE DEPARTMENT OF :PLANNING STUDIES

"Educational Needs of Managers and Supervisors in Cities, Boroughs, and

Townships in Pennsylvania" 1968 ($2.00)

"Managerial and Supervisory Educational Needs of Business and Industry

in Pennsylvania" 1967 ($5.00)

"Survey Report of Managerial and Supervisory Educational Needc of Business

and Industry in Pennsylvania" 1967 ($1.00)

Specific Reports by Industrial Category from "Managerial and Supervisory

Educational Needs of Business and Industry in Pennsylvania" ($1.00 each):

A-63 Banks

11-64 Chemical, Rubber, and Plastic Products

11-65 Construction
11-66 Department Stores

M-67 Electrical Machinery

A-68 Fabricated Metal Products

11-69 .Food and Kindred Products

M-70 Insurance

11-71 Machinery (Except Electrical)

11-72 Petroleum Refining
11-73 Primary Metals

M-74 Professional, Scientific, and Controlling Instruments

11-75 Railroads
11-76 Stone, Clay, and Glass Products
11-77 Telephone and Telegraph

11-78 Transportation
11-79 Transportation Equipment

11-80 Gas and Electric Utilities

'11-81 Apparel, Textiles, and Leather

"14:search Report of Continuing Professional Education for Engineers in

Pennsylvania" 1965 05.00

"Survey Report of Continuing Professional Education for Engineers in

Pennsylvanta" 1965 ($3.50)

Fifty-three specific reportc from "Research Report of Cantinuing
Professional Education for Engineers in Pennsylvania," in such categories

as engineering fields, industrial categories, plant size, and geographic

areas ($2.50 each):

Engineering Fields:

E-1 Chemical
E-2 Civil

E-3 Electrical-Electronics

E-4 Electrical-Power

E-5 Engineering-General

E-6 Industrial

E-7 Mechauical
E-8 Metallurgical
E-9 Mining



Industrial Groups:

E-10 Aircraft, Motors, and Parts

E-11 Chemical and Allied

E-12 Electrical Machinery and Equipment

E-13 Machinery
E-14 Mining
E-15 Paper and Allied
E-16 Petroleum Refining
E-17 Primary Metals
E-18 _Professional, Scientific, and Controlling Instruments

E-19 Research and Consulting Laboratories
E-20 Transportation
E-21 Electric Utilities

E-22 Gas Utilities
E-23 Telephone and Telegraph
E-24 Water Utilities
E-53 Construction

E-25 State Government Employees

"The Determination and Measurement of Supervisory Training Needs of Hospital

Personnel -- A Survey of Pennsylvania Hospitals" 1965 .($2.25)

Specific Reports by Hospital Departments from "The Determination and

Measurement of Supervisory Training Needs of Hospital Personnel -- A

Survey of Pennsylvania Hospitals" ($ .75 each):

Continuing Professional Educational Needs of:

H-54 Hospital Administrators
11-55 Nursing Service and Nursing Education

H-56 Supervisory Personnel in the Dietary Department

H-57 Supervisory Personnel in the Engineering and Maintenance

Department

11-58 Supervisory Personnel in the Business Office and Purchasing

Department

H-59 Supervisory Personnel in the Medical Records Department

H-60 Supervisory Personnel in the Institutional Care Departments

11-61 Personnel Directors

11-62 Supervisory Personnel in the Clinical and Radiology Labora-

tories

The above publications may be

purchased from:

Continuing Education Business Office

J. Orvis Keller Building
The Pennsylvania State University
University Park, Pennsylvania 16802

Information about the above publications

may be secured from:

Department of Planning Studies
One Shields Building
The Pennsylvania State University
University Park, Pennsylvania 16802
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VANAGERIAL AND SUPERVISORY EDUCATIONAL NEEDS IN THE

FABRICATED METAL PRODUCTS INDUSTRY IN PENNSYLVANIA

INTRODUCTION

The education and training of managers is a major problem of business and

industry today. There are a number of conditions facing business and

industry which indicate the need for this study. Among them are:

1. There is a significant increase in managerial positions and a

resulting increase in the need for managerial education and training.

Managerial positions are increasing faster than the increase in the

total work force. Education is needed to keep up to date and prevent

obsolescence, and must be a continuing process.

2. The rapid growth of managerial knowledge has increased the importance

of disseminating and applying such information.

3. Greater emphasis is being placed on leadership and motivation in

developing competence and resourcefulness.

4. There is a need for greater emphasis on long-range planning.

5. Companies must operate in increasingly complex and competitive en-

vironments. New skills and abilities are needed for new types of

work, end in today's highly competitive market improved efficiency

becomes more important.

6. Greater emphasis is being placed on international management. The

international aspects of business will become more important for

more companies in the future, as a greater proportion of sales and

profits of many domestic firms comes from abroad.

Scientific research and development are necessities for business

growtho The manager must know how to make use of the results of

research.

8. Computer operations and data processing are expanding. Computer

techniques are far in advance of their application by managers.

Continuing Education has undertaken a study of this problem because of the

responsibility of The Pennsylvania State University to the citizens of the

Commonwealth in determining educational needs and in cooperation with other

educational institutions to provide education to meet such needs.
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SURVEY PROCEDURES

This report is a specific segment of a larger study,* and is based on
responses from 90 managers and supervisors from ten companies in the Fabri-
cated Metal Products industry in Pennsylvania. The survey utilized three
questionnaire forms, one for each level of management: top management,
middle management, and first-line supervision. Eaoh questionnaire listed
courses in a number of managerial areas pertinent to managerial personnel.
The respondents checked one of three choices: "Should Have," "Could Use,"
and "Don't Really Need." Top and middle management were asked to indicate
the courses that represented educational needs of those they supervise in
addition to their own needs; this was not asked of first-line supervision.
Middle managemeat and first-line supervision provided information on their
educational background, methods of updating, and company attitudes toward
education; this was not asked of top management.

SUMMARY

_To_Enent

Of 48 courses listed, seven were checked by 50 percent or more of top man-
agers as "Should Have." (Page 3)

For those they supervise, 50 percent or more of top managers said two
courses were needed. (Page 4)

Middle ement

Fifty percent or more of the middle managers expressed a "Should Have" need
for six courses in the areas of general management and communication out of
54 courses listed in six areas. (Page 8)

Those supervised by middle management were thought by 50 percent or more of

the managers to need two of the listed courses. (Page 8)

Only 16 percent had the bachelor's degree. Middle managers had used many

methods of instruction and sources of information for updating, and reported
generally favorable attitudes toward education on the part of their companies.

(Pages 15-18)

* Dubin, S.S., Alderman, E., and Marlow, H.L., "Managerial and Supervisory
Educational Needs of Business and Industry in Pennsylvania," The Pennsyl-

vania State University, 1967. A total of 3,620 managers at three levels

in 250 companies took part in the survey: 705 top managers, 1,202 middle

managers, and 1,713 first,..line supervisors. Twenty-two industrial cate-

gories and eight sizes of companies were represented in the study.
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First-Line Supervision

Fifty percent or more of the firstline supervisors reported a "Should Have"
need for nine out of 16 courses. (Page 20 )

Only two perfxnt of the supervisors had the bachelor's degree. They had

used a variety of methods for updating and many sources of information,
and thought their companies had a favorable attitude toward continuing

education. (Pages 21-25 )

TOP MANAGEMENT

In the industrial category of Fabricated Metal Products, 13 top managers

from ten companies completed the questionnaire. Top managers were

defined as "senior executives who direct an enterprise as a whole or who

head the major divisions."

Educational Needs Within AreassqL/kagairiALaujimaILME

The questionnaire for top management consisted of 48 suggested courses on

management subjects. These were in the areas of:

General Management (14 subjects)

Behavioral Science and Management (6 subjects)

Communications Techniques (4 subjects)

Economics (2 subjects)
Quantitative Methods Applied to Business and Industry (2 subjects)

Industrial Relations and Personnel Management (7 subjects)

Financial Management (4 subjects)

Manufacturing and Production (3 subjects)

Marketing (4 subjects)

International Management (2 subjects)

The courses for which top management indicated a "Should Have" need of

50 percent or more were:

"Should Have"
Percent

Working Effectively with Individuals and Groups 69

Management Development OOOOOO OOOOO . 58

Communication in the Organization OOOOOO 6 II * it 54

Effective Utilization of Manpower Resources and Allocation. 54

Human Aspect of Management 54

Operations Planning and Control 50

Policy Formation. .............. OOOOO 50
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Fifty percent or more of the top managers indicated that those they

supervise needed the following courses:

"Subordinates'
Needs"

Percent

Effective Written Communications 75

Effective Speaking 50

Tables 1 through 10 show the extent of the top managers' needs for each

subject listed, ranked according to the "Should Have" response. Also

included, in the "Subordinates' Needs" column, are the subjects indicated

by top management as being needed by those they supervised.

TABLE 1

GENERAL MANAGEMENT
(N=13)

"Should Have"

"Should Have"

and "Could Use"

"Subordinates'
Needs"

Percent

Effective Utilization of
Manpower Resources and

Percent Percent

Allocation 54 92 15

Policy Formation 50 92 25

Industrial Organization and

Administration 46 100 23

Overall Strategy and Goals . . 46 84 38

Improving Decision Making of

Managers 46 77 31

Management Reporting Systems . 46 77 8

Impact of Science and Techno-

logy on Business Management. 38 69 8

Long-range Planning and Fore-

casting for Corporate Growth 33 83 25

Management of Research and

Development. OOOO 33 66 17

Impact of Computer Technology 23 69 31

Managing Major Change in

Organizations 15 77 15

Ethical Considerations in

Business 8 39 31

Impact of Government Legis-
lation and Controls on

Business 0 77

Impact of Multinational
Aspects of Planning and

Control OOOOOOO 0 8 0

4



TABLE 2

BEHAVIORAL SCIENCE AND MANAGEMENT
(N=13)

"Should Have"

"Should Have"

and "Could Use"

"Subordinates'

Needs"

Percent

Working Effectively with

Percent Percent

Individuals and Groups . . 69 92 38

Communication in the

Organization OOOOO . 54 92 46

Human Aspect of Management . 54 77 38

Managerial Motivation 38 92 31

Creativity and Innovation. . 33 83 42

Political, Social, and
Cultural Trends and Their

Impact on Business

Management 0 17 0

TABLE 3

COMMUNICATIONS TECHNIQUES
(N=12)

"Should Have" "Subordinates'

"Should Have" and "Could Use" Needs"

Percent Percent Percent

Effective Speaking 33 83 50

Listening Skills 33 66 33

Effective Reading Skills . . . 18 82 36

Effective Written

Communications . 17 84 75

TABLE 4

ECONOMICS
(N=12)

"Should Have" "Subordinates'

"Should Have" and "Could Use" Needs"

Percent Percent Percent

Economic Trends ..... . . 8 16 17

Comparative Economic Systems . 0 0 9
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TABLE 5

QUANTITATIVE METHODS APPLIED TO BUSINESS AID INDUSTRY
(N=12)

"Should Have" "Subordinates'

"Should Have" and "Could Use" Needs"

Percent Percent Percent

Survey Course on Quantitative
Methods. . OOOOO . 25 50 0

Statistical Decision Theory. 17 25 8

TABLE 6

INDUSTRIAL RELATIONS AND PERSONNEL MANAGEMENT
(N=12)

"Should Have"

"Should Have"

and "Could Use"

"Subordinates'

Needs"

Percent Percent Percent

Management Development . 58 83 33

Personnel Policy Affecting

labor-Management Relations 42 100 42

Performance Appraisal and
Counseling Techniques. . . . 42 75 42

Incentives ..... . . . . . 33 66 33

Personnel Policy Affecting
Wage and Salary Structure. 25 67 17

Personnel Policy Affecting
Employment Practices . . 25 58 33

Criteria and Selection of
Personnel. ..... . 17 67 8

TABLE 7

FINANCIAL MANAGEMENT
(N=13)

"Should Have" "Subordinates'

"Should Have" and "Could Use" Needs"

Percent Percent Percent

Financial Planning and

Forecasting... ... 33 66 0

Fundamentals of Financial
Reporting and Statement

Analysis 23 77 15

Managerial Accounting and

Budgeting ..... 17 59 17

Capital Budgeting. . 8 66 0
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TABLE 8

MANUFACTURING AND PRODUCTION

(N=13)

"Should Have" "Subordinates'

"Should Have" and "Could Use" Needs"

Percent Percent Percent

Operations Planning and

Control. OOOOO 50 58 17

Planning and Utilization of

Physical Facilities. 4,
46 84 31

Operations Research Applied

to Production
27 18

TABLE 9

MARKETING
(N=13)

"Should Have" "Subordinates'

"Should Have" and "Could Use" Needs"

Percent Percent Percent

Pricing
33 66 17

Product Planning . ..... 33 66 17

Logistics Planning . 25 42 8

Marketing Research 15 53 15

TABLE 10

INTERNATIONAL MANAGEMENT
(N=12)

"Should Have" "Subordinates'

"Should Have" and "Could Use" Needs"

Percent Percent
Percent

International Understanding. . 0

International Economic

Analysis

7

17 8
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MIDDLE MANAGEMENT

In the industrial category of Fabricated Metal Products, 31 middle managers
from ten companies completed the questionnaire. Middle managers were

defined as "personnel assigned to executive duties in the area between
senior executives and supervisors."

Educational Needs Within Areas of Manausial,Respossibility

The six areas of the questionnaire answered by all middle managers were as
follows:

General Management (13 subjects)

Behavioral Science and Management (7 subjects)

Communication (7 subjects.).

Economics (8 subjects)

Quantitative Methods Applied to Business and Industry (15 subjects)

Computer Operations and Data Processing (4 subjects)

Managers were asked to indicate which of the 54 courses listed in the
questionnaire they "Should Have," "Could Use," or "Don't Really Need."
They were also asked to indicate the courses needed by those they supervise.

The following courses were rated "Should Have" by 50 percent or more of
the middle managers:

"Should Have"
Percent

Effective Communication in the Organization 75

Management Development 71

Working Efficiently with Individuals 69

Supervisory Training and Employee Development 62

Performance Appraisal and Counseling Techniques 52

Listening Skills 50

Fifty percent or more of the middle managers thought that those they super-

vise needed the following courses:

"Subordinates'

Needs"

Percent

Supervisory Training and Employee Development. ***** 55

Working Efficiently with Individuals 52
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The following tables, 11 through 16, present the data on the six general

areas of managerial responsibility which were answered by all the middle

managers in the Fabricated Metal Products category.

TABLE 11

GENERAL MANAGEMENT
(N=29)

"Should Have"

"Should Have"

and "Could Use"

"Subordinates'
Needs"

Percent Percent Percent

Management Development . . 71 96 46

Working Efficiently with

Individuals 69 97 52

Supervisory Training and
Employee Development . . . . 62 96 55

Performance Appraisal and

Counseling Techniques. . . . 52 93 34

Principles and Analysis of

Office Systems . . 43 79 18

Criteria and Selection of

Personnel for Promotion. . . 37 89 44

Effective Utilization of Flan-

power Resources and

Allocation 37 78 30

Long-range Planning and Fore-

casting for Corporate Growth 32 57 11

Analyzing Organizational

Behavior . ..... 31 62 28

Impact of Government Legis-

lation and Controls on

Business . 26 48 15

The Application of Infor-
mation Technology on

Decision Making . . 22 52 11

Impact of Computer Technology. 18 57 11

Impact of Science and Techno-

logy on Business Management. 17 58 14
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TABLE 12

BEHAVIORAL SCIENCE AND MANAGEMENT
(N=28)

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'
Needs"

----Percent Percent Percent

Creativity and Innovation. . . 41 78 33

Understanding Group Inter-

action and Behavior 41 78 33

Human Aspect .of. Management . . 33 89 48

Management Psychology . 30 67 19

Swial and Cultural Trends
vnd Their Impact on

Business Management 18 54 14

Impact of Consumer Behavior

on Management 18 39 4

Industrial Sociology 11 67 19

TABLE 13

COMMUNICATION
(N=28)

"Should Have" "Subordinates'

"Should Have" and "Could Use" Needs"

Percent Percent Percent

Effective Communication in

the Organization 75 93 46

Listening Skills 50 75 46

Business Letter Writing. . . . 48 81 41

Effective Reading Skills . . . 48 81 41

Effective Report Writing 46 77 38

Oral Presentation of Reports . 44 70 33

Conference Leadership 43 86 25
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TABLE 14

ECONOMICS

(N=28)

Economics of Production and

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent Percent Percent

Cost 33 63 22

The Price Mechanism 29 65 18

Economic TrendsG . ..... . 22 59 19

Fundamentals of Economics. . . 15 56 15

The Economic Systems of the

United States 4 43 11

Comparative Economic Systems . 4 33 11

Economics of Technology and

Innovation ...... 4 30 4

International Economics. . . . 0 22 7

TABLE 15

QUANTITATIVE METHODS APPLIED TO BUSINESS AND INDUSTRY

(N=28)

"Should Have"

"Should Have"

and "Could Use"

"Subordinates'
Needs"

Percent Percent Percent

Replacement Management 37 70 26

Inventory Management 32 75 29

Improving Decision Making of

Managers 25 82 14

Statistical Decision Theory. . 21 75 14

Review of Basic Mathematics. 19 67 26

Applying Program Evaluation

and Review Techniques (PERT) 14 64 7

Waiting Lines 11 32 4

Statistical Procedures and

Methods 11 25 7

Linear Programming 7 39 4

Dynamic Programming. . . . 7 36 7

Probability Theory 7 18 4

Analytic Geometry. . . 4 22 4

Matrix Algebra 4 11

Calculus of Finite Differences 4 4

Calculus of Infinite Series. . 4 4



TABLE 16

COMPUTER OPERATIONS AND DATA PROCESSING

(N=29)

"Should Have"

"Should Have"

and "Could Use"

"Subordinates'
Needs"

Percent

Applying the Computer to
Problems of Business and

Percent Percent

Management . . . . 28 52 10

Fundamentals of Programming

for Computer Operations. . . 25 39 14

Data Systems and Processing. 21 60 21

Mathematics for Digital

Computers ...... . . . 11 25 11

If the manager's area of major responsibility was not included in the pre-

ceding six, he was asked to complete the one of seven additional areas that

most closely corresponded to his special field of work. These were:

Industrial Relations and Personnel janagement (8 subjects)

Financial Management (6 subjects)

Manufacturing and Production (10 subjects)

Marketing (9 subjects)

Sales Management (5 subjects)

International Management (10 subjects)

Research and Development subjects)

The following tables, 17 through 23, show the responses for these special

fields of work:

TABLE 17

INDUSTRIAL RELATIONS AND PERSONNEL MANAGEMENT

(N=12)

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'
Needs-

Percent Percent Percent

Management and Labor Relations 35 82 27

Job Analysis and Job
Evaluation Methods . . . . 42 59 17

Maintaining Efficient and Up-

To-Date Personnel Records. 18 54 9

In-plant Training . .... 17 84 33

Employee Benefit Plans . . . 17 42 0

Recruiting, Interviewing,
Selection, Assessment of

Personnel find Promotion. 9 64 9

Salary and Wage Administration 8 58 8

Industrial Safety and Medical

Services 8 50 17
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TABLE 18

FINANCIAL MANAGEMENT
(N=11)

"Should Have"

"Should Have"

and "Could Use"

"Subordinates'
Needs"

Percent Percent Percent

Budgets 36 45 9

New Developments in Equipment
Replacement Policy 18 54 18

Financial Planning and Foie-

casting 18 54 9

Fundamentals of Financial
Reporting and Statement

Analysis 9 45 9

Taxes 9 45 9

Managerial Accuunting . . . 9 36 9

TABLE 19

MANUFACTURING AND PRODUCTION
(N=18)

"Should Have"

"Should Have"

and "Could Use"

"Subordinates'
Needs"

Percent Percent Percent

Inventory Management 75 88 19

Automation 59 83 29

Production Planning and

Control Management . . 56 94 25

Quality Control 53 82 18

Value Analysis OOOOO 50 75 19

Maintenance Planning and

Control 47 71 18

Engineering Economy . . . . 44 75 13

Methods Analysis and Work

Simplification 41 82 29

Materials Handling . . . . . . 39 72 11

Organization and Management
of Purchasing Operations . . 38 82 25
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TABLE 20

MARKETING

(N=7)

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'

Needs"

Percent Percent Percent

Product Planning . . . . . . . 43 72 29

Fundamentals of Pricing. . . . 29 43 14

Packaging Design and

Development * 14 43 14

Fundamentals of Marketing. . . 14 43 0

Physical Distribution Methods. 14 28 0

Brand Marketing. . . 0 43 0

Marketing Management . . . . . 0 43 0

Marketing Research 0 43 0

Application of Management
Science and Computers to

Marketing Problems . . . . . 0 29 0

TABLE 21

SALES MANAGEMENT
(N=7)

"Should Have" "Subordinates'

"Should Have" and "Could Use" Needs"IIIIMOOPIIINIMMAN 11=1.111r1www
Percent Percent Percent

Motivating Salesmen. . . . . . 43 43 14

Selection and Evaluation of

Field Salesmen . 43 43 0

Compensation of Field Salesmen 29 43 0

Training of Field Salesmen . . 29 43 0

Supervision of Field Salesmen. 29 29 14

INTERNATIONAL MANAGEMENT
(Nn4)

One of the four managers said he "Should Have" the course in Appraising and

Developing Foreign Markets, and "Could Use" the other nine courses, such as

International Understanding and International Economic Analysis. No managers

indicated a need for any of the courses on the part of those they supervise.

RESEARCH AND DEVELOPMENT
(N=4)

One manager indicated that he "Could Use" each of the five courses listed,

such as SupenIsion and Management of Research Services and Planning

Budgeting and Control of Products. No one said he "Should Have" any of

the courses, nor that those he supervised needed any of them.

14



lasitgEouttion of Middle Managers

Personal, Educational, and Professional Background

Twenty-nine percent (N=9) of the 31 middle managers were 40 years of

age or younger. Ninety-seven percent (N=30) had completed high

school, 16 percent (N=5) had the bachelor's degree, and six percent

(N=2) had the master's degree. No one had the doctorate. Ten

percent (N=3) went to business school and six percent (N=2) went

to trade school. The major fields of study for the undergraduate

and graduate degrees are given below:

TABLE 22

MAJOR FIELDS OF STUDY OF COLLEGE GRADUATES

Number

Bachelor's

Number

Master's

Business Administration 2 2

Engineering 1 0

Liberal Arts 2 0

Total 5 2

The major areas of work for the middle managers in the Fabricated

Metal Products industry are shown below:

TABLE 23

MAJOR AREAS OF WORK

Number

Managers

Percent

Managers

Administration ......... . 7 26

Engineering * ...... 1 3

Finance . .... . ........ 3 10

Industrial Relations ....... 2 7

Manufacturing. . . . ......... 6 21

Marketing and Sales . .......... . 1 3

Production Control -- Records 3 10

Purchasing and Procurement 4 14

Service (yard and labor personnel,etc.). . 1 3

Traffic and Transportation 1 3

Total 29 100
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Methods of Updating

Sixty percent (N=18) of the middle managers would take a credit course

and 77 percent (N=24) would take a non-credit course if they were

offered locally.

No one was currently enrolled for a degree. Four managers planned to

enroll and all of these planned to earn the bachelor's degree.

Three said they planned to study business administration, and one

was unspecified.

Sixty-eight percent had no plans for further degree work and their

reasons are given below:

TABLE 24

REASONS FOR NOT UNDERTAKING ADDITIONAL FORMAL EDUCATION

Number

Managers

Percent

...2.Makess

Don't have the time -- 8 38

Live too far from educational center . . . 5 24

Job demands no more education 2 9

Cannot afford it 1 5

Not interested 1 5

Other (not specified) 4 19

Total 21 100

The variety of educational methods used by middle managers for

updating within the past four years follows:

TABLE 25

EDUCATIONAL METHODS USED FOR UPDATING WITHIN THE PAST FOUR YEARS

(N=31)

Number

Managers

Percent

Managers

Workshops or seminars on managerial topics . 16 52

Attendance at regional or national meetings

of professional societies 10 32

Company in-service training courses 7 23

Managerial development within company 3 10

Short refresher courses at colleges or

universities 2 6

Correspondence courses 2 6

Workshops or seminars in liberal arts or

humanities 1 3
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Many sources of information were used by the middle managers to keep

up with new developments. Table 26 lists these sources

TABLE 26

SOURCES OF INFORMATION USED IN UPDATING
(N=29)
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Discussion with company personnel

(informal or formal) 56 36 4 4 0

Subordinate-superior discussions

or meetings 55 37 4 0 4

In-plant reports and bulletins. 44 41 4 0 11

Business reports 24 48 14 14 0

Management journals OOOOO 21 64 7 4 4

Manufacturer's literature 17 59 21 3 0

Lectures, conferences,
wcrkshops, and seminars . . 11 38 33 7 11

Professional society meetings . . 11 25 25 39 0

Technical books, reports,
abstracts, and indexes 7 49 33 11 0

Scientific and technical journals 4 55 30 11 0

Company in-service courses. . . . 4 12 12 28 44

Use of consultants 0 33 22 41 4

College and university day

courses . OOOOOO 0 0 4 88 8

College and university evening

courses 0 0 0 85 15
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Niddle managers responded to a listing of seven educational media,

other than classroom instruction, through which they would take

courses. (Table 27)

TABLE 27

PREFERENCE FOR MEDIA OF COURSE PRESENTATION

(N=31)

Number Percent

MARMSE itatosa

Correspondence courses* 16 52

Programmed instruction 15 48

Courses recorded on tapes 7 23

Courses recorded on records 6 19

Educational television. 6 * 0 4; 4 5 16

Two-way telephone courses ****** 2 6

Two-way radio courses ...... . . . . . 1 3

Company Attitudes Toward Education

Of the 25 managers responding to a question on the attitude of their

immediate superior toward continuing their education, 32 percent (N=8)

said the superior encouraged them and 68 percent (N=17) said the

superior was noncommittal. No one said the superior discouraged him.

Middle managers reported their perception of company attitudes toward

participation in professional and educational activities.

TABLE 28

MANAGERS' PERCEPTION OF COMPANY POLICY

TOWARD PROFESSIONAL DEVELOPNENT
(N=28)

Attend professional
meetings

Attend company training

courses
Hold office in pro-

fessional societies.

Encourages Noncommittal pimmuml
Percent

0

0

0

Do Not Know

Percent

89

68

62

Percent

11

9

19

Percent

0

23

19

Attend seminars or work-

shops away from the

company 62 1J
.c, 0 19

Enroll for advanced work 50 27 0 23

Write technical and
professional papers. 36 28 0 36

Educational leave of

absence. ****** 4 18 7 71
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Thirty-eight percent of the middle managers indicated that they
were employed by companies which provided in-service training,
59 percent were not, and three percent did not know. Thirty-one
percent said the ttaining was entirely on company time, 30 percent
said it was partly on company time, 13 percent said it was not on
company time, and 26 percent did not know.

Forty percent reported that their company had an educational
assistance plan. Fifty-three percent said it did not and seven
percent did not know. Thirty-nine percent said the course had to
be job-related in order to qualify for financial assistance.

The proportion of tuition paid by the company, as indicated by
the nine managers who responded to this question, follows:

TABLE 29

PROPORTION OF TUITION PAID

Number

IUnagers

Allor almost all. OOOOOOO 6

About 3/4. OOOOO O 0

About 2/3 OOOOOOOOOOOO OOOOO 0

About 1/2O OOOOOOOOO OOOOO OOOOO
About 1/3. OOOOO
Less than 1/3 OOOOOOOO OOOOODon't know 0

2

Total 9

The following table shows the maximum amount of tuition paid per
year by the compaaes for which the middle managers work.

TABLE 30

MAXIMUM AMOUNT OF TUITION
PAID PER YEAR

Number

Mgnagers

More than $300 . 3

251 - 300. OOOOOOOOOOOO 0 2

201 - 250 O OOOO OOOOOO 0

151 - 200 4 OOOOOOOOOOOOOOOO
101 - 150O OOOO . OOOOO OOOOOOOO 0

51 - 100 OOOOOOOO
50 or less 0

Don't know OOOOOOOOOO OOOOO te 4

Total . . OOOOO It 9
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When asked about the effect of available company educational assis-

tance in motivating them to undertake further education, nom of

the middle managers said it had strongly encouraged them, 56 percent

said it had partially influenced them, and 44 percent said it had

no effect. There is an inconsistency here: while 56 percent said

the availability of financial aid motivated them to some extent,

no one was actually enrolled and only four were planning to enroll.

However, some who had completed their educational objectives may

have been so motivated at the time they were enrolled.

FIRST-LINE SUPERVISION

In the industrial category of Fabricated Metal Products, 46 first-line

supervisors from ten companies completed the questionnaire. First-line

supervisors were defined as "those whose major activities have to do with

supervisory and foreman activities." The supervisors re,?ponded to a

listing of 16 course titles in the area of supervisory responsibility.

They provided information on their personal, educational, and professional

background, methods of updating, and company attitudes toward education.

Educational Needs

The 46 first-line supervisors in the category of Fabricated Metal Products

were asked to indicate which of the 16 courses listed in the questionnaire

they "Should Have," "Could Use," or "Don't Really Need." The following

courses were rated "Should Have" by 50 percent or more of the supervisors:

"Should Have"
Percent

Fundamentals of the Supervisor's Job ***** ****** 70

Decision Making . . ...... .. ****** 60

The Tools and Techniques of Effective Supervision . ..... . 58

Communications . .... . . ........... 00000 57

Human Aspect of Management - 56

Leadership
54

Safety 54

Inter-Departmental Cooperation 53

Grievance Procedure and Arbitration . . 0 00000 52

Table 31 gives the "Should Have" and the combined "Should Have" and "Could

Use" needs for the entire listing of 16 courses, according to four

groupings.
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TABLE 31

FIRST-LINE SUPERVISION TRAINING NEEDS
(N=44)

EELE12121-211104210.22

Fundamentals of the Supervisor's Job . .

Decision Meking , OOOOOOOOO
The Tools and Techniques of Effective

Supervision
Inter-Departmental Cooperation
Supervisor's Role in Company Economics . .

Supervisor's Role in Employee Discipline .

Employee Training and Evaluation

Safety
Evaluation of Employee Performance .

Employee Training

The Supervisor and the Union

Grievance Procedure and Arbitration. . . .

Labor Relations OOOOOOOO
Labor Relations Legislation O OOOOO

Developing Those we _Supervise

Communications OOOOOOOOOO .
Human Aspect of Management

Leadership
Developing the Work Team

"Should Have"
No. %

"Should Have"
and "Could Use"

No. to

31 70 42 95

25 60 35 84

25 58 39 91

23 53 38 88

19 45 32 76

19 45 32 76

22 54 35 86

20 48 36 86

17 40 32 76

22 52 35 83

16 38 36 86

4 10 27 65

24 57 34 81

24 56 40 93

22 54 38 93

17 40 33 77

Background Information of First-Line Su ervisors

Personal, Educational, and Professional Background

Twenty-six percent (N=12) of the first-line supervisors were 40 years

of age or younger. Sixty-five percent (N=30) were high school

graduates, two percent (N=1) had the bachelor's degree, and two

percent (N=1) had the master's degree; no one had the doctorate.

Twenty-two percent (N=10) had gone to trade school.

One person had earned the bachelor's degree in engineering and one

had earned the master's in agriculture.
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Below is a listing of the major areas of work for the first-line super-

visors in Fabricated Metal Products:

TABLE 32

MAJOR AREAS OF WORK

Number

Supervisors

Percent

Supervisors

Administration 3 OOOOOOO 2 5

Engineering 3 7

Industrial Relations 2 5

Maintenance . OOOOOOOOO 3 7

Manufacturing 22 51

Marketing and Sales 1 2

Production Control -- Records 2 5

Research and Development 1 2

Service (yard and labor personnel,etc.) 3 7

Tnaffic and Transportation 3 7

Other (not specified). OOOOOO 1 2

Total 43 100

Methods of Updating

Forty-five percent (N=20) of the first-line supervisors would take a

credit course and 68 percent (N=30) would take a non-credit course if

they were offered locally.

One of the supervisors was currently enrolled for the associate degree

and one was planning to enroll for the bachelor's degree in engineering.

For the 74 percent of the supervisors (N=34) who did not have plans

for further formal education, the following reasons were indicated:

TABLE 33

REASONS FOR NOT UNDERTAKING ADDITIONAL FORMAL EDUCATION

Ndmber Percent

Supervisors Supervisors

Not a high school graduate
Don't have the time

Cannot afford it__. OOOOOO .

9

7

4

25

21

12

Live too far from educational center. 4 12

Not interested OOOOO OOOOO 3 9

Job demands no more education . 2 6

Can do better on my own 1 3

Other (not specified) 4 12

Total 34 100
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First-line supervisors had used a variety of educational methods for

updating within the past four years. (Table 34)

TABLE 34

EDUCATTIAL METHODS USED FOR UPDATING WI1HIN THE PAST FOUR YEARS

(N=46)

Number Percent

Supervisors Limaisors

Workshops or seminars on

managerial topics 16 35

Company in-service training courses. 14 30

Managerial development within
company 11 24

Attendance at regional or national

meetings of professional societies 6 13

Correspondence courses 6 13

Short refresher courses at colleges

or univdrsities 3 7

Workshops or seminars in liberal

arts or humanities OOOOOO 1/4, 3 7

High school courses to improve job

performance 1 2

Television courses 1 2
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The sources of information used by first-line supervisors in keeping

up to date with new developments are shown in the following table:

TABLE 35

SOURCES OF INFORMATION USED IN UPDATING

(N=41)

Percent

Discussion with company personnel

%
r-I
4J
0
0
0
tr

OW
0$4
a rzi

0
14
M

WO>0
-A a

N
W0) 0>, rI
041
0,r4P 1-3

U
0

o00
A 0

o
1-4
A0 0

WI-4
I"I0ra >

o
0 4-1

f-4

(informal or formal) 50 41 5 2 2

Subordinate-superior discussions

or meetings 44 39 15 0 2

In-plant reports and bulletins . . 42 35 8 5 10

Manufacturer's literature 35 39 13 5 8

Management journals 21 42 21 11 5

Technical books, reports, abstracts,

and indexes. OOOOO . 21 26 27 21 5

Scientific and technical journals. 18 30 21 26 5

Use of consultants
11 14 24 37 14

Lectures, conferences, workshops,

and seminars
8 31 28 18 15

Professional society meetings. . . . 6 19 25 44 6

Business reports .
5 28 18 49 0

Company in-service courses 3 25 8 28 36

College and university evening

courses.. OOOOOO OOOOO 3 11 8 59 19

College and university day

courses OOOOO 0 0 6 88 6

First-line supervisors checked a listing of seven educational media,

which did not include formal classroom instruction, to show their

preference for media of course presentation. (Table 36)



TABLE 36

PREFERENCE FOR MEDIA OF COURSE PRESENTATION

(N=46)

Number

al:RP-Visors

Percent

§1122,E0A9a

Programmed instruction . ,,
20 43

Correspondence courses. OOOOO 19 41

Educational television. . . 17 37

Courses recorded on records . . . . . 8 17

Courses recorded on tapes . ..... . 6 13

Two-way telephone courses . . 4 9

Two-way radio courses . c
2 4

Other (not specified) . OOOO 3 7

Company Attitudes Toward Education

A total of 42 first-line supervisors
responded to a question on the

attitude of their immediate superior toward continuing their education.

Thirty-eight percent (N=16) said the superior encouraged them, 60

percent (N=25) said he was noncommittal, and two percent (N=1) said he

discouraged him.

The attitude of the company as perceived by first-line supervisors

toward participation in educational and professional activities is

reported in the following table. The high percent who did not know

company policy indicates either a lack of policy or a lack of

communication.

TABLE 37

SUPERVISORS PERCEPTION OF COMPANY

POLICY TOWARD PRCFESSIONAL DEVELOPMENT

(N=46)

Encourages Noncommittal Elssmael Do Not Know

Percent Percent Percent Percent

Attend company training

courses OOOOO
Attend professional

66
0d 0 25

meetings . . . . . . 58 13 0 29

Attend seminars or work-

shops away from the

company OOOOOO 47 13 6 34

Hold office in pro-

fessional socieites. 43 14 0 43

Enroll for advanced work 41 14 6 39

Write technical and

professional papers. 21 25 0 64

Educational leave of

absence OOOOO . . 5 14 5 76
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Forty-two percent of the supervisors were employed by companies which

provided in-service training; 47 percent said their ,ompany did not

provide it and 11 percent did not know. Nine percent said the train-

ing was completely on company time, 31 percent said it was partly on

company time, 30 percent said it was entirely on the men's awn time,

and 30 percent did not know.

Thirty-eight percent reported that their company had an educaticnal

assistance plan; 42 percent said it did not, and 20 percent did not

know. Forty-ona percent said the course must be job-related in order

to qualify for educational assistance.

The proportion of tuition paid by the company, as indicated by the 17

supervisors who answered this question, is shown in the table below:

TABLE 38

PROPORTION OF TUITION PAID

Number

Supervisors

Allor almost all OOOOO OOOOOOOOOO 6

About 3/4 1

About 2/3 0

About 1/2 3

About 1/3 0

Less than 1/3 0

Don't know 7

Total . . . * OOOOOOOOOO 17

The 16 supervisors who answered the question reported that they did

not know the maximum amount of tuition paid by the company per year.

When asked what the effect of available financial assistance was on

their motivation to undertake further education, 41 percent of the

supervisors said it strongly encouraged them, 53 percent said it

partially influenced them, and six percent said it had no effect.

The seeming inconsistency that was noted for the middle managers

applies to the supervisors: while 94 percent said that the avail-

ability of financial aid had motivated them to some extent to under-

take additional education, only one of the 46 respondents was

actually enrolled and one was planning to enroll.



COMPARISON OF NEEDS OF MANAGERS AND SUPERVISORS IN FABRICATED METAL PRODUCTS

WITH THOSE OF MANAGERS AND SUPERVISORS IN TOTAL REPORT

The educational needs of managers and supervisors in the industrial category

of Fabricated Metal Products as compared with needs of those in business and

industry as seen in the total report, "Managerial and Supervisory Educational

Needs of Business and Industry in Pennsylvania," varied a good deal.

lop_panagernent

Of the 48 subjects listed, the following were indicated as "Should Have"

needs by 50 percent or more of the top managers:

"Should Have"

Percent

Fabricated
Metal Total

Products Mort
N=13 N=705

Working Effectively with Individuals and Groups, . . 69 *

Management Development . OOOOOOO . . 58 53

Communication in the Organization 54 59

Effective Utilization of Manpower Resources and

Allocation . OOOOOOOOO 2 54 *

Human Aspect of Management 54 *

Operations Planning and Control. . .. OOOOO 50 *

Policy Formation OOOOOOOOOO 50 *

Effective Speaking * 50

Effective Written Communications OOOOO * 50

Long-range Planning and Forecasting for

Corporate Growth O OOOO OOOOO * 50

Overall Strategy and Goals . 3 OOOOO 0 * * 50

* Less than 50 percent
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Fifty percent or more of the top manager: thought that those they super-

vise needed the following subjects:

"Subordinates'

Needs"

Percent

Fabricated
Metal
Products

Total
Report

N=13 N=705

Effective Written Communications 75 74

Effective Speaking. OOOOOOOO . OOOOO 50 67

Working Effectively with Individuals and Groups. * 66

Communication in the Organization. OO OOOO * 65

Effective Reading Skills * 62

Listening Skills O OOOOO A, OOOOOOOOO . * 62

Performance Appnaisal and Counseling Techniques. * 57

Management Development * 56

Human Aspect of Management
* 54

Improving Decision Making of Managers * 54

* Less than 50 percent

Middle Managemfnt

Of the 54 subjects listed, 50 percent or more of the middle managers in

Fabricated Metal Products and in the total report indicated a "Should Have"

need for the following:

"Should Have"

Percent

Fabricated
Metal Total

Products _Report

N=31 N=1,202

Effective Communication in the Organization. . 75 64

Management Development 71 66

Working Efficiently with Individuals OOOOO 69 65

Supervisory Training and Employee Development. . . 62 53

Performance Appraisal and Counseling Techniques. 52 *

Listening Skills 50 *

* Less than 50 percent
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Subjects which 50 percent or more of the middle managers thought represented

educational needs of those they supervise were:

"Subordinates'
Needs"

Percent

Fabricated
Metal
Products

Total
Report

N=31 N=1,202

Supervisory Training and Employee Development 55 61

Working Efficiently with Individuals ..... . . 52 62

Effective Communication in the Organization. . .
56

Listening Skills ..... OOOOOO 0
50

* Less than 50 percent

First-Line Supervision

Fifty percent or more of the first-line supervisors said they needed the

following of a listing of 16 subjects:

"Should Have"

Percent

Fabricated
Metal
Products

Total

&Rat
N=1,713

Fundamentals of the Supervisor's Job C C 411 S 70 64

Decision Making
60 54

The Tools and Techniques of Effective Supervision. 55

Communications
57 51

Human Aspect of Management 56 53

Leadership
54 57

Safety
54

Inter-Departmental Cooperation . . .
53

Grievance Procedure and Arbitration. . . . . 52

* Less than 50 percent
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RECOMMENDATIONS

For the total report, "Managerial and Supervisory Educational Needs of

Business and Industry in Pennsylvania," the following recommendations

were made:

For the Universaz

1. The need for additional training in the area of communications --

such subjects as report writing, effective speaking, conference

leadership -- was strong for all three levels of management and

also for those supervised by top and middle management. The

University should expand its programs in this field and make them

available at locations convenient to business and industry.

2. Management development was much needed by both top and middle

management and those they supervise. While historically the

University has been a leader in this field, its efforts should

be intensified.

3. Middle management expressed a high need for themselves and for

those they supervise in human relations. The number of programs

in this field should be increased at the local level by the

University.

4. To meet the significant educational needs presented quantitatively

by this study, the University should expand its offerings of

courses, seminars, workshops and institutes for all three levels

of management, and make them available at convenient locations.

5. When classroom instruction was excluded, the largest number of

middle managers and first-line supervisors said they would take

courses by programmed instruction, correspondence, and educa-

tional television. Consideration should be given to offering

more courses using these three media to help meet the self-

perceived educational needs of managers and supervisors.

For Business and Industrx

1. Information on company policies toward participation in educa-

ticnal activities should be much more widely disseminated among

middle managers and first-line supervisors. A large percentage

do not know the policy of their company.

2. Companies should encourage their employees to take advantage of

financial aid which is available for education.

3. The fact that a large number of management personnel felt their

superiors' attitude toward their further education was noncom-

mittal makes it necessary for the company to take steps to remedy

this condition.
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4. Companies should help their managers to realize and meet the needs

presented by the increasing complexity of modern business and

industry. A number of the subjects which appear to be an integral

part of modern management were not perceived as needed by the

managers and supervisors who took part in this study.

5. Since the participants felt that the most frequent method of ob-

taining new information for updating was through discussion with

company personnel, the company should be aware of the great

potential of this means of dissemination of information.

6. Since about four out of ten managers are employed in companies

which do not have in-service educational programs, consideration

should be given to the development of additional in-service pro-

grams.

7. Companies should find ways of motivating their employees to avoid

obsolescence in a rapidly changing, competitive business world.

8. Greater consideration should be given to the use of all available

educational media, such as programmed instruction, correspondence

courses, educational television, and attendance at profesaional

meetings and workshops.

For the Individual Mana&e_r_sinci Supervisor

1. The inavidual should take the initlacive in selecting the most

appropriate media to help him grow with the job and meet the

challenges of the future.

2. He shnuld be aware of available financial assistance plans and

other educational activities provided by his company which may

aid him in meeting his educational objectives.

For Professional Associations

1. Professional associations should assist the companies in encouraging

more educational activities by sponsoring workshops and meetings,

subsidizing training activities, and aid in the dissemination of

information to prevent technological and managerial obsolescence.
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MANAGERIAL AND SUPERVISORY EDUCATIONAL NEEDS IN
THE FOOD AND KINDRED PRODUCTS INDUSTRY IN PENNSYLVANIA

INTRODUCTION

The education and training of managers is a major problem of business and
industry today:, There are a number of conditions facing business and
industry which indicate the need for this study. Among them are:

1. There is a significant increase in managerial positions and a
resulting increase in the need for managerial education and training.
Managerial positions are increasing faster than the increase in the
total work force. Education is needed to keep up to date and prevent
obsolescence, and must be a continuing process.

2. The rapid growth of managerial knowledge has increased the importance
of disseminating and applying such information.

3. Greater emphasis is being placed on leadership and motivltion in
developing competence and resourcefulness.

4. There is a need for greater emphasis on long-range planning.

5. Companies must operate in increasingly complex and competitive en-
vironments. New skills and abilities are needed for new types of
work, and in today's highly competitive market improved efficiency
becomes more important.

6. Greater emphasis is being placed on international management. The

international aspects of business will become more important for
more companies in the future, as a greater proportion of sales and
profits of many domestic firms comes from abroad.

7. Scientific research and development are necessities for business
growth. The manager must know how to make use of the results of
research.

C. Computer operations and data processing are expanding. Computer
techniques are far in advance of their application by managers.

Continuing Education has undertaken a study of this problem because of the
responsibility of The Pennsylvania State University to the citizens of the
Commonwealth in determining educational needs and in cooperation with other
educational institutions to provide education to meet such needs.
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SURVEY PROCELURES

This report is a specific segment of a larger study,* and is based on respon-
ses from 274 managers and supervisors from 20 companies in the Food and
Kindred Products industry in Pennsylvania. The survey utilized three ques-
tionnaire forms, one for each level of management: top management, middle
management, and first-line supervision. Each questionnaire listed courses
in a number of managerial areas pertinent to managerial personnel. The

respondents checked one of three choices: "Should Have," "Could Use," and
"Don't Really Need." Top and middle management uere asked to indicate the
courses that represented educational needs of those they supervise in addition
to their own needs; this was not asked of first-line supervision. Middle
management and first-line supervision provided information on their educa-
tional background, methods of updating, and company attitudes toward
education; this was not asked of top management.

SUMMARY

=ARUM=
Of 48 courses listed, five were checked by 50 percent or more of top managers
as "Should Have." (Page 3)

For those they supervise, 50 percent or more of top managers said 11 courses
were needed. (Page 4)

Middle Manastement

Fifty percent or more of the middle managers expressed a "Should Have" need
for four courses, in the areas of general management and communication, out
of 54 courses listed in six areas. (Page 8)

Those supervised by middle management were thought by 50 percent or more of
the managers to need four of the listed courses. (Page 8)

The educational level was fairly high, with 37 percent having the bachelor's
degree. Middle managers had used many methods of instruction and sources of
information for updating, and reported generally favorable attitudes toward
education on the part of their companies. (Pages 16-20)

* Dubin, S.S., Alderman, E., and Marlow, H.L., 1Managerial and Supervisory
Educational Needs of Business and Industry in Pennsylvania," The Pennsyl-
vania State University, 1967. A total of 3,620 managers at three levels
in 250 companies took part in the survey: 705 top managers, 1202 middle
managers, and 1,713 first-line supervisors. Twenty-two industrial cate-
gories and eight sizes of companies were represented in the study.
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Fifty percent or more of the first-line supervisors reported a "Should Have"

need for 12 out of 16 courses. (Page 21)

Eleven percent of the supervisors had the bachelor's degree. They had used

a variety of methods for updating and many sources of information, and

thought their companies had a favorable attitude toward continuing education.

(Pages 22-26)

TOP MANAGEMENT

In the industrial category of Food and Kindred Products, 59 top managers

from 20 companies completed the questionnaire. Top managers were defined as

"senior executives who direct an enterprise as a whole or who head the major

divisions."

Educationaljleeds Within Are s of Mpaeriailleszons

The questionnaire for top management consisted of 48 suggested courses on

management subjects. These were in the areas of:

General Management (14 subjects)

Behavioral Science and Management (6 subjects)

Communications Techniques (4 subjects)

Economics (2 subjects)

Quantitative Methods Applied to Business and Industry (2 subjects)

Industrial Relations and Personnel Management (7 subjects)

Financial Management (4 subjects)

Manufacturing and Production (3 subjects)

Marketing (4 subjects)

International Management (2 subjects)

The courses for which top management indicated a "Should Have" need of 50

percent or more were:

"Sh9uld Have"
Percent

Communication in the Organization . OOOOO 62

Human Aspect of Management 55

Managerial Motivation . .. .. 55

Long-range Planning and Forecasting for Corporate

Growth . . . . 54

Effective Written Communications. . . . . . . . . 53
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Fifty percent or more of the top managers indicated that those they supervise

needed the following coursest

"Subordinates'

Percent

Working Effectively with Individuals and Groups . . 72

Effective Speaking . , . efooe adowee 67

Effective Reading SkillsOOOOOOOOOOOO . . . 65

Effective Written Communications. 63
Communication in the Organization .0. 62
Listening Skills.*e 62

Performance Appraisal and Counseling Techniques OOOO O 56

Improving Decision Hhking of Managers OOOOO 54

Management Development. ........6... 53

Human Aspect of Management. se/.. 50

Management Reporting Systems . . . . . .1
50

Tables 1 through 10 show the extent of the top managers' needs for each
subject listed, ranked according to the "Should Have" response. Also

included, in the "Subordinates' Needs" column, are the subjects indicated
by top management as being needed by those they supervise.

TABLE 1

GENERAL MANAGEMENT
(N=59)

"Should Have"
analitilmjaEc

Percent

"Subordinates'

Weds","Shouldliave"

Percent

Long-range Planning and Fore-

Percent

casting for Corporate Growth . 54 74 27

Management Reporting Systems . . 48 83 97)

Overall Strategy and Goals . . . 48 71 32

Improving Decision Making of

Mhnagers, 46 85 54

Industrial Organization and

Administration 44 86 35

Policy Formation 42 89 22

Effective Utilization of Man-
power Resources and Allocation 42 71 36

Impact of Computer Technology. . 38 68 32

Ethical Considerations in

Business 0000000 31 64 29

Managing Major Change in
Organizations . OOOOO A 4 29 58 27

Impact of Government Legislation
and Controls on Business . . 20 65 20

Management of Research and

Development........ 20 50 19

Impact of Science and Technology
on Business Management.... 17 76 28

Impact of Multinational Aspects
of Planning and Control. 2 10 8

4



TABLE 2

BEHAVIORAL SCIENCE AND MANAGEMENT
(N=58)

"Should Have" "Subordinates'

flvalAaale and_10211.2W1 lifeeds"

Percent Percent Percent

Communication in the
Organization . 62 81 62

Managerial Motivation. . . . 55 91 43

Human Aspect of Management . . . 55 89 50

Working Effectively with
Individuals and Groups a 48 88 72

Creativity and Innovation. . . . 38 77' 48

Political, Social, and Cultural
Trends and Their Impact on
Business Management. . 7 40 15

TABLE 3

COMMUNICATIONS TECHNIQUES
(N=58)

"Should Have" "Subordinates'

"Should...Rale rid "Could pntEL Needs"

Percent Percent Percent

Effective Written Communications 53 72 63

Effective Reading Skills . 47 75 65

Effective Speaking . . 43 76 67

Listening Skills 43 72 62

TABLE 4

ECONOMICS
(N=55)

"Should Have" "Subordinates'

"Shou14, Have" and "Could Use" ...Needs"
Percent Percent Percent

Economic Trends . 15 51 11

Comparative Economic Systeum 7 35 9
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TABLE 5

QUANTITATIVE METHODS APPLIED TO BUSINESS AND INDUSTRY

(N052)

"Should Have" "Subordinates'

mg_12m1L/1111 Needs"

Percent Percent Percent

Survey Course on Quantitative

Methods. OOOOO 41 18 69 16

Statistical Decision Theory. . 17 52 21

TABLE 6

INDUSTRIAL RELATIONS AND PERSONNEL MANAGEMENT

(N=59)

"Should Have" "Subordinates'

Laquidagme. and "Could Use" Needs"

Percent Percent Percent

Management Development 49 90 53

Performance Appraisal and

Counseling Techniques. . 49 83 56

Incentives 41 84 38

Personnel Policy Affecting
Labor-Management Relations . . 30 70 33

Criteria and Selection of

Personnel. OOOOOO 27 66 45

Personnel Policy Affecting

Employment Practices N 25 65 32

Personnel Policy Affecting Wage

and Salary Structure 23 55 20

TABLE 7

FINANCIAL MANAGEMENT
(N=56)

"Should Have" "Subordinates'

"Should ilAve" and "Could Vse" Needs"

Percent Percent Percent

Fundamentals of Financial

Reporting and Statement

Analysis . . . OOOOO 37 68 43

Managerial Accounting and

Budgeting. . OOO OO . . 34 60 38

Capital Budgeting. . OOOOO 32 62 23

Financial Planning and

Forecasting . 31 55 20
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TABLE 8

MANUFACTURING AND PRODUCTION
(N=56)

"Should Have" "Subordinates'
"Should Raxell and "Could Use" Needs"

Percent Percent Percent

Planning and Utilization of
Physical Facilities 39 66 39

Operations Planning and Control 20 65 27
Operations Research Applied to
Production 19 55 25

TABLE 9

MARKETING
(N=56)

"Should Have" "Subordinates'
"Should Have" and "pould.Use" Needs"

Percent Percent Percent

Pricing 38 71 36
Product Planning 35 64 33
Marketing Research 32 62 38
Logistics Planning . . 24 55 20

TABLE 10

INTERNATIONAL MANAGEMENT
(N=53)

"Should Have" "Subordinates'
"Should pave" and "Could Use" Needs"

Percent Percent Percent

International Understanding. . . 4 25 9

International Economic Analysis. 2 12 6
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MIDDLE MANAGEMNT

In the industrial category of Food and Kindred Products, 86 middle managers

from 20 companies completed the questionnaire. Middle managers were defined

as "personnel assigned to executive duties in the area between senior exec-

utives and supervisors."

Educational Needs Within Aras of Manageriallitsponsibility.

The six areas of the questionnaire answered by all middle managers were as

follows:

General Management (13 subjects)

Behavioral Science and Management (7subjects)

Communication (7 subjects)

Economics (8 subjects)
Quantitative Methods Applied to Business and Industry (15 subjects)

Computer Operations and Data Processing (4 subjects)

Managers were asked to indicate which of the 54 courses listed in the ques-

tionnaire they "Should Have',' "Could Use," or "Don't Really Need." They

were also asked to iAdicate the courses needed by those they supervise.

The following courses were rated "Should Have" by 50 percent or more of the

middle managers:

1.12h2RIEIACY211

Percent

Management Development OOOOOOOO . 68

Working Efficiently with Individuals 67

Effective Communication in the Organization 65

Supervisory Training and Employee Development . . . 59

Fifty percent or more of the middle managers thought that those they super-

vise needed the following courses:

"Subordinates'
.___Needs"

Percent

Working Efficiently with Individuals. . 60

Effective Communication in the Organization 58

Supervisory Training and Employee Development . . 56

Management Development. OOOOOOOO 50

8



The following tables, 11 through 16, present the data on the six general

areas of managerial responsibility which were answered by all the middle

managers in the Food and Kindred Products industrial category.

TABLE 11

GENERAL MANAGEMENT
(N=83)

"Should Have"

"Should Have"

BEL:Datiate
Percent

"Subordinates'
Needs"

Percent Percent

Management Development . . 68 92 50

Forking Efficiently with

Individuals 67 94 60

Supervisory Training and
Employee Development . . 59 85 56

Performance Appraisal and
Counseling Techniques 44 83 44

Criteria and Selection of
Personnel for Promotion. . . . 42 79 30

Analyzing Organizational
Behavior OOOOOO 40 73 25

Long-range Planning and Fore-
casting for Corporate Growth 27 63 11

Effective Utilization of
Eanpower Resources and
Allocation 27 55 25

Impact of Science and Technology
on Business Management . . . . 24 59 21

The Application of Information
Technology on Decision Making. 18 46 9

Impact of Computer ltchnology. . 16 40 0

Principles and Analysis of
Office Systems 0 15 53 14

Impact of Government Legislation
and Controls on Business . . 14 51 16

TABLE 12

BEHAVIORAL SCIENCE AND MANAGEMENT
(N=78)

"Should Have"
an4 "Could 'qpe"

"Subordinates'
Needs"

Percent Percent Percent

Creativity and Innovation. . . 47 86 43

Human Aspect of Management 42 78 42

Management Psychology 36 83 31

Understanding Group Interaction

and Behavior 36 79 44

Industrial Sociology 19 58 18

Social and Cultural Trendi and
Their Impact on Business

Management OOOO 19 47 14

Impact of Consumer Behavior on

Management 14 49 16
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COMMUNICATION

TABLE 13

(N=80)

"Should Have"

"Should Have" "Subordinates'

Percent

Effective Communication in the

Percent Percent

Organization. 65 88 58

Effective Reading Skills . 45 78 38

Effective Report Writing . . . 44 70 39

Oral Presentation of Reports . . 41 78 46

Listening Skills . ..... 39 81 47

Business Letter Writing 0 0 0 35 73 35

TABLE 14

ECONOMICS
(N=80)

"Should pave"

"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent

Economics of Production and

Percent Percent

Cost 34 71 13

Fundamentals of Economics. . . 27 56 19

The Price Mechanism0 0000 26 66 15

Economic Trends ..... . 21 56 9

The Economic Systems of the

United States . . 18 53 8

Economics of Technology and

Innovation 14 40 6

Comparative Economic Systems . . 9 33 12

International Economics. . 5 18 4
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TABLE 15

QUANTITATIVE METHODS APPLIED TO BUSINESS AND INDUSTRY

(N=77)

"Should Have" "Subordinates'

"Shquld Have" and "Could Use" NessisL__
Percent Percent Percent

Improving Decision Making of
Managers 35 75 23

Inventory Management 29 60 19

Review of Basic Mathematics . . 26 47 32

Statistical Decision Theory. . 25 62 11

Replacement Management 22 54 10

Applying Program Evaluation and
Review Techniques (PERT) . 0 g 19 53 12

Statistical Procedures and

Methods 17 45 16

Dynamic Programming 12 29 8

Linear Programming . 11 39 11

Probability Theory 9 29 9

Waiting Lines OOOOOO 4 21 3

Analytic Geometry. . 4 15 8

Matrix Algebra 4 13 3

Calculus of Finite Differences 0 13 3

Calculus of Infinite Series. . 0 12 3

TABLE 16

COMPUTER OPERATIONS AND DATA PROCESSING
(N=71)

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent Percent Percent

Data Systems and Processing. . 17 32 11

Applying the Computer to
Problems of Business and

Management 14 36 10

Fundamentals of Programming for
Computer Operations 7 24 7

Mathematics for Digital Computes 4 14 6



If the manager's area of major responsibility was not included in the preced-
ing six, he was asked to complete the one of seven additional areas that most

closely corresponded to his special field of work. These were:

Industrial Relations and Personnel Management (8 subjects)

Financial Management (6 subjects)

Manufacturing and Production (10 subjects)

Marketing (9 subjects)

Sales Management (5 subjects)

International Management (10 subjects)

Research and Development (5 subjects)

The following tables, 17 through 23, show the responses for these special
fields of work:

TABLE 17

INDUSTRIAL RELATIONS AND PERSONNEL MANAGEMENT
(N=39)

"Should Have"

"Should Have"
And "Coukd Use"

"Subordinates'
Needs"

Percent Percent Percent

Management and Labor Relations . 59 80 26

Recruiting, Interviewing,
Selection, Assessment of
Personnel and Promotion. . . . 49 77 31

Maintaining Effieient and Up-to-
Date Personnel Records . 45 87 26

In-plant Trairvag...... . 45 81 42

Job Analysis and Job Evaluation

Methods 45 80 29

Employee Benefit Plans . 35 64 16

Salary and Wage Administration . 30 66

Industrial Safety and Medical
Services ...... . 29 61 32



TABLE 18

FrNANCIAL MANAGEMENT
(N=28)

"Should Have" "Subordinates'

Lagald_Have" and "Could Use" .....aeds1._
Percent Percent Percent

Budgets 48 70 22

Managerial Accounting 26 59 15

Fundamentals of Financial
Reporting and Statement
Analysis OOOOOO 22 59 11

New Developments in Equipment
Replacement Policy 21 50 11

Taxes . 14 43 7

Financial Planning and
ForecastingOOOOO .. 11 33 4

TABLE 19

MANUFACTURING AND PRODUCTION
(N=48)

"Should Have"

"Should Have"
And "Could Use"

"Subordinates'
needs"

Percent Percent Percent

Value Analysis . . 47 76 31

Production Planning and Control

Management OO OO . 44 77 25

Methods Analysis and Work
Simplification 44 71 33

Quality Control . 44 60 27

Maintenance Planning and Control 43 63 43

Automation . 41 71 20

Materials Handling 40 64 38

Inventory Management .

Organization and Management of

36 76 27

Purchasing Operations 26 54 12

Engineering Economy. 18 52 16
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TABLE 20

MARKETING
(N=30)

"Should Uave"

"Should Have"
"Could Use"

"Subordinates'
Needs"

Percent

.pnd

Percent Percent

Fundamentals of Pricing. . . . 59 69 14

Product Planning . . ..... 57 84 23

Marketing Management . . 55 69 10

Marketing Research . ..... 54 72 7

Fundamentals of Marketing. . . 53 80 17

Physical Distribution Methods. 52 73 14

Packaging Design and Development 50 63 7

Brand Marketing. . . 46 71 14

Application of Management
Science and Computers to
Marketing Problems . . a 49 0

TABLE 21

SALES MANAGEMENT
(N=35)

"Should Have" "Subordinates'

"Should 4ave" and "Could Use"

Percent Percent Percent

Mbtivating Salesmen ..... . 56 81 38

Training of Field Salesmen . . . 48 71 42

Supervision of Field Salesmen. 47 66 34

Compensation of Field Salesmen 45 63 18

Selection and Evaluation of Fiell

Salesmen . . . 43 69 20
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TABLE 22

INTERNATIONAL MANAGEMENT
(N=18)

"Should Have"
"Should Have"

and "Could use"
"Subordinates'

Needs"
Percent Percent Percent

Mbnetary Exchange Problems . . 13 13 6

International Understanding 12 24 6

International Law, . 12 18 6

British Commonwealth, United
Nations, including Inter-
national Mbnetary Fund and
World Bank and Their Role
in World Trade 12 18 6

United States Foreign Economic
Policy OOOOOOOOOOOO 12 18 0

Commercial Policy and Trade
Control . 12 12 0

International Economic Analysis. 12 12 0
Appraising and Developing
Foreign Markets . 12 12 0

Sources of Funds: Financing of
Day-to-Day Transactions. , . . 11 17 0

International Economic
Organizations. OOOOO 11 11 0

TABLE 23

RESEARCH AND DEVELOPMENT
(14.=49)

"Should Have"
"Should Have"

and "Could Use"
"Subordinates'

Percent

Planning Budgeting and Control

Percent
......peeds"

Percent

of Projects. . . 26 42 5

Guidelines for Selecting and
Appraising New Projects 21 42 5

Evaluation of the Research and
Development Programs 21 37 5

Supervision and Management of
Research Services 21 37 0

Building Research and Develop-
ment Teams , 16 37 5
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Badmadaulgrmiption of Middle Managers

Personal, Educational, and Professional Background

Forty-one percent (11=35) of the 86 middle managers were 40 years of
age or younger. This means that they have at least 25 more years of

productive employment. Eighty-seven percent (N=74) had completed

high school, 37 percent (N=32) had the bachelor's degree, and five
percent (N=4) had the master's degree. No one had the doctorate.

Seventeen percent (N=15) went to business school and seven percent
(N=6) went to trade school The major fields of study for the

undergraduate and graduate degrees are given below:

TABLE 24

MAJOR FIELDS OF STUDY OF COLLEGE GRADUATES

Number
Bachelor's

Number
Master's

Agriculture 6 0

Business Administration . OOOOOOO . . 13 1

Engineering 4 0

Law 0 1

Liberal Arts 5 0

Psychology 3 0

Other (not specified) 1 2

Total 32 4

The major areas of work for the middle managers in the Food and
Kindred Products industry are shown below:

TABLE 25

MAJOR AREAS OF WORK

Number
Managers

Percent

Administration. . . I 0 $ OOOOOOO 19

,lanagers

24

Engineering .. OOOOO 0 . OOOOO .. 5 6

Finafice OOOOOOOOOOOO 2 2

Industrial Relations . . 2 2

Maintenance OOOOOOOOO . 2 2

Manufacturing OOOOO . 11 14

Marketing and Sales 22 2S

Production Control - Records OOOOO 5 6

Purchasing and Procurement0 OOOOO 6 7

Research and Development 1 1

Traffic and Transportation 6 7

Other (not specified) 1 1

Total 82 100
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Methods of Updating 11

Fifty-seven percent (N=47) of the middle managers would take a credit

course and 68 percent (N=58) would take a non-credit course if they

were offered locally.

One manager was currently enrolled for the master's degree. Of those

who indicated that they planned to enroll for a degree, one was

planning to enroll for an associate degree, one for the bachelor's,

and four for the master's. The major fields of study were: four

in business administration, one in education, one in psychology, and

one in another field which was not specified.

Seventy-eight percent had no plans for further degree work and their

reasons are given below:

TABLE 26

REASONS FOR NOT UNDERTAKING ADDITIONAL FORMAL EDUCATION

Number
Managers

Percent
Managers

Don't have the time OOOOO ..... 24 37

Not a high school graduate O OOOOO . . 10 15

Job demands no more education . . . . . 8 12

Cannot afford it 6 9

Not interested 5 7

Live too far from educational center. . . 4 6

Can do better on my own. OOOOOO . 3 4

Other (not specified) 7 10

Total 0000000 oo 67 100

The variety of educational methods used by middle managers for

updating within the past four years follows:

TABLE 27

EDUCATIONAL METHODS USED FOR UPDATING WITHIN THE PAST FOUR YEARS
(N=86)

Ntmber Percent

Manqeers Wasza
Workshops or seminars on managerial topics. . 37 43

Company in-service training courses . . . . 27 31

Managerial development within company . . . 26 30

Attendance at regional or national meetings

of professional societies 23 27

Correspondence coursesOOOOO ... 14 16

Short refresher courses at colleges or

universities OOOOOOOOO . . 10 12

Workshops or seminars in liberal arts or

humanities OOOOO . OOOOO 3 3

High school courses.......... 2 2
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Many sources of information were used by the middle managers to keep

up with new developments. Table 28 lists these sources,

TABLE 28

SOURCES OF INFORMATION USED IN UPDATING
(N=83)

Percent

Discussion with company personnel

P.1
r-1
4-1

0
W
0
CV

0) 0)
CO 1.4

W
t1.0

0
1.1

0) 0)
P. CO

W
i--1
41
41
4-1
1-1

0) $4
V) 0)

4.1

0
W

0 0)

W
i--1
r0

W 0
CA r-1P 6r4

0
'0
0
0 4-1

(informal or formal) . 66 30 2 0 2

In-plant reports and bulletins . . . 61 24 3 3 9

Subordinate-superior discussions

or meetina,s 51 42 1 0 6

Manufacturer's literature , 36 35 13 13 3

Management journals 29 47 13 5
.
0

Business reports 27 47 17 8 1

Scientific and technical journals. . 24 36 19 20 1

Professional society meetings. 19 21 15 37 8

Technical books, reports,

abstracts and indexes , 17 34 21 25 3

Lectures, conferences, workshops,

and seminars 13 28 34 9 16

Company in-service courses 12 22 8 22 36

Use of consultants 8 19 24 40 9

College and university evening

courses 7 5 9 66 11

College and university day courses 0 0 5 87 8
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Middle managers responded to a listing of seven educational media,
other than classroom instruction, through which they would take
courses.

TABLE 29

PREFERENCE FOR MEDIA OF COURSE PRESENTATION
(N=86)

Number
Managers

Percent

Managers

Programmed instruction 43 50

Correspondence courses 35 41

Educational television 22 26

Courses recorded on records 12 14

Courses recorded on tapes 11 13

Two-way telephone courses 9 10

Two-way radio courses 7 8

Company Attitudes Toward Education

Of the 85 managers responding to a question on the attitude of their
immediate superior toward continuing their education, 46 percent
(N=39) said the superior encouraged them and 53 percent (N=45) said
the superior was noncommittal. One percent (N=1) said the superior
discouraged him.

Middle managers reported their perception of company attitudes
toward participation in professional and educational activities.

TABLE 30

MANAGERS' PERCEPTION OF COMPANY POLICY

TOWARD PROFESSIONAL DEVELOPMENT
(N=80)

Encourages Noncommittal Discourages Do Not Know

Percent

Attend company training

Percent Percent Percent

courses 80 9 0 11

Attend professional
meetings 70 26 0 4

Hold office in profession&
societies 57 26 1 16

Enroll for advanced work . 54 24 1 21

Attend seminars or work-
shops away from the
company 50 21 7 22

Write technical and pro-
fessional papers . 30 27 0 43

Educational leave of

absence 9 13 11 67
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Forty-nine percent of the middle managers indicated that they were
employed by companies which provided in-service training; 44 percent
were not, and seven percent did not knou, Forty-four percent said the
training was entirely on company time, 36 percent said it was partly
on company time, seven percent said it was not on company time, and
13 percent did not know.

Fifty-three percent reported that their company had an educational
assistance plan. Thirty-eight percent said it did not and nine
percent did not know. Forty-six percent said the course had to be
job-related in order to qualify for financial assistance.

The proportion of tuition paid by the company, as indicated by the
41 managers who responded to this question, follows:

TABLE 31

PROPORTION OF TUITION PAID

Number
Manazers

All or almost all 16
About 3/4 OOOOOOOOO 6
About 2/3 0
About 1/2 12
About 1/3 0
Less than 1/3 0
Don't know 7

Total 41

The following table shows the maximum amount of tuition paid per
year by the companies for which the middle managers work:

TABLE 32

MAXIMUM AMOUNT OF TUITION
PAID PER YEAR

Number
Manapers

More than $300 5
251 - 300 1
201 - 250 0
151 - 200 1
101 - 150 1
51 - 100 2
50 or less 0

Don't know.OOOOOOO ) OO f OO 29

Total 39
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When asked about the effect of available company educational assis-

tance in motivating them to undertake further education, 27 percent

of the middle managers said it had strongly encouraged them, 34

percent said it had partially influenced them, and 39 percent said

it had no effect. There is an inconsistency here: while 61 percent

said the availability of financial aid motivated them to some extent,

only one person was actually enrolled and six were planning to enroll.

However, some uho had completed their educational objectives may have

been so motivated at the time they were enrolled.

FIRST-LINE SUPERVISION

In the industrial category of Food and Kindred Products, 129 first-line

supervisors from 20 companies completed the questionnaire. First-line super-

visors were defined as "those whose major activities have to do with super-

visory and foreman activities." The supervisors responded to a listing of

16 course titles in the area of supervisory responsibility. They provided

information on their personal, educational, and professional background,

methods of updating, and company attitudes toward educatien.

Educational Needs

The 129 first-line supervisors in the category of Food and Kindred Products

were asked to indicate which of the 16 courses listed in the questionnaire

they "Should Have," "Could Use," or "Don't Really Need." The following

courses were rated "Should Have" by 50 percent or more of the supervisors.

"Should Have"
Percent

Fundamentals of the Supervisor's Job . 0 0 66

LeadershipOOOOO . OOOOOOO OO . 64

Communications 59

Human Aspect of Management 59

Inter-Departmental Cooperation 55

The Tools and Techniques of Effective Supervision 55

Decision Making 54

Supervisor's Role in Company Economics 53

Supervisor's Role in Employee Discipline 52

Developing the Work Team 51

Employee Training 50

Evaluation of Employee Performance 50

Table 33 gives the "Should Have" and the combined "Should Have" and "Could

Use" needs for the entire listing of 16 courses, according to four groupings.
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TABLE 33

FIRST-LINE SUPERV/SION TRAINING NEEDS

(N=125)

Principles of Supervision

Fundamentals of the Supervisor's Job
The Tools and Techniques of Effective

Supervision. OOOOO
Inter-Departmental Cooperation . . . .

Decision Making It 11

Supervisor's Role in Company Economics .

Supervisor's Role in Employee Discipline

Employee Training and Evaluation

Employee Training OOOOOOO
Evaluation of Employee Performance
Safety . OOOOOOOO

The Supervisor and the Union

Grievance Procedure and Arbitration. . .

Labor Relations OOOOOOOOO
Labor Relations Legislation

Dsstiorkkg.Thsat We Supervise

Leadership * II

Human Aspect of Management OOOOOO
Communications OOOOOO
Developing the Work Team OOOOOO

"Should Have"

Vb.

82

68

66

65

64

63

51

50

60

57

46

24

78

73

71

60

Background tion r v is or s

Personal, Educational, and Professional Background

"Should Have"
and "Could Use"

No.

66 113 91

55 114 92

55 110 91

54 110 91

53 106 88
52 104 C6

30 102 84
50 101 84
49 103 84

48 95 80

39 85 72

20 75 63

64 110 90

59 114 92

59 105 87
51 97 83

Forty-nine percent (N=62) of the first-line supervisors were 40
years of age or younger. Sixty percent (N=77) were high school
graduates, 11 percent (N=14) had the bachelor's degree, and no one
had the master's degree or the doctorate. Nine percent (N=11) had
gone to business school and 13 percent (N=17) to trade school. The
major fields of degree study are indicated in the following tablet
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TABLE 34

MAJOR FIELDS OF STUDY OF COLLEGE GRADUATES

Ntmber
pachelor's

Agriculture 0 OOOOO
Business Administration

OOOOO 2

10

Education OOOOOOO 1

Other (not specified) I OOOOO if 1

Total S OOOOO 14

Below is a listing of the major areas of work for the first-line

supervisors in the Food and Kindred Products industry:

TABLE 35

MAJOR AREAS OF WORK

Number
SupervKsors

Percent
Supervisors

Administration. . . OOOOO 11 9

Engineering. OOOOO 3 2

Finance . 3 2

Industrial Relations O OOOO 3 2

Maintenance O OOO . 10 8

Manufacturing 4 38 31

Marketing and Sales 21 17

Production Control - Records 0 17 14

Purchasing and Procurement 2 2

Service (yard and labor personnel, etc) 9 7

Traffic and Transportation. . . . , , 6 5

Other (not specified) 1 1

Total, 124 100

Methods of Updating

Forty-seven percent (N=57) of the first-line supervisors would take

a credit course and 76 percent (N=97) would take a non-credit course

if they were offered locally.



Three of the supervisors were currently enrolled for the bachelor's
degree. Five were plannin3 to enroll, three for the associate degree
and two for the master's. The curriculum for those enrolled or
planning to enroll was: four in business administration, two in
liberal arts, one in agriculture, and one in another field which
was not specified.

For the 111 supervisors who did not have plans for further formal
education, the following reasons were indicated:

TABLE 36

REASONS FOR NOT UNDERTAKING ADDITIONAL FORMAL EDUCAT/ON

Number Percent

Supervisors Supervisors

Don't have the time 33 29

Not a high school graduate. ..... . 25 23

Cannot afford it 21 19

Job demands no more education . 12 11

Not interested 6 5

Live too far from educational center. 4 4

Can do better on my own 11 3

Other (not specified) 7 6

Total 111 100

First-line supervisors had used a variety of educational methods
for updating within the past four years.

TABLE 37

EDUCATIONAL METHODS USED FOR UPDATING WITHIN THE PAST FOUR YEARS

(N=129)

Number
Supervisors

Percent

Supervisors

Company in-service training courses . 54 42

Managerial development within company 48 37

Workshops or seminars on managerial
topics 22 17

Correspondence courses 20 16

Attendance at regional or national
meetings of professional societies. 16 . 12

Short refresher courses at colleges
or universities 10 8

Workshops or seminars in liberal
arts or humanities Jel1 4 3

High school courses to improve job
performance 3



The sources of information used by first-line supervisors in
keeping up to date with new developments are shown in the followiug
table:

TABLE 38

SOURCES OF INFORMATION USED IN UPDATING
(N=113)

Percent

w
1-1

r4
4.J
0
W0

WW
P rz4

W
b0
cd

WW

4:4 P

W W
r-I
.I.J

04-1
P 1-1

0
Z

W
0 COP P

w co
CO r-I

'0 >
0
0 4-I
:.I p-4

In-plant reports and bulletins . . . 64 18 4 4 10

Discussion with company personnel
(informal or formal) C 0 55 37 2 1 5

Subordinate-superior discussions
or meetings 44 38 8 6 4

Manufacturer°8 literature. . . . 26 22 22 20 10

Management journals0Ift 00 22 38 13 14 13

Business reports 0 0 0 0 0 0 18 35 17 26 4

Company in-service courses . 17 27 6 12 38

Lectures, conferences, workshops,

and seminars 16 26 21 18 19

Scientific and technical journals. . 14 18 16 42 10

Use of consultants . OOOO 0 6 12 20 18 40 10

Technical books, reports abstracts,

and indexes 11 28 19 34 8

Professional society meetings. . 8 15 22 50 5

College and university day courses 1 2 5 84 8

College and university evening
courses.. OOOOO .... 0 9 6 75 10

First-line supervisors checked a listing of seven educational media,
which did not include formal classroom instruction, to show their
preference for media of course presentation. (Table 39)

25



TABLE 39

PREFERENCE FOR MEDIA OF COURSE PRESENTATION

(N=129)

Number
Supervisors

'Iercent

Supervisprs

Correspondence courses 82 64
Programmed instruction 60 47
Educational television 28 22
Courses recorded on records 21 16
Courses recorded on tapes 19 15
Two-way telephone courses 15 12
Two-way radio courses 6 5
Other (not specified) 3 2

Company Attitudes Toward Education

A total of 121 first-line supervisors responded to a question on the
attitude of their immediate superior toward continuing their education.
Fifty-two percent (N=63) said the superior encouraged them; 48 per-
cent (N=58) said he was noncommittal; and no one said he discouraged
him.

The attitude of the company as perceived by first-line supervisors
toward participation in educational and professional activities is
reported in the following table. The high percent who did not know
company policy indicates either a lack of policy or a lack of
communication.

TABLE 40

SUPERVISORS' PERCEPTION OF COMPANY
POLICY TOWARD PROFESSIONAL DEVELOPMENT

(N=115)

Encoura.ges ESIMOBIALLU DIRE22E=11 Psaellnag_
Percent Percent Percent Percent

Attend company training
courses 83 1

1 13
Attend professional

meetings 62 12 1 25
Enroll for advanced work 57 12 0 31
Attend seminars or work-

shops away from the
company 50 13 1 36

Hold office in
professional societies 45 0 36

Write technical and

professional papers. . 24 17 0 59
Educational leave of

absence 14 9 3 76
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Fifty-two percent of the supervisors indicated that they were
employed by companies which provided in-service training; 43 percent
said their company did not provide it and five percent did not know.

Forty-two percent said the training was completely on company time,

27 percent said it was partly on company time, 18 percent said it

was entirely on the men's own time, and 13 percent did not know.

Forty-seven percent reported that their company had an educational
assistance plan; 43 percent said it did not,,and ten percent did not
know. Fifty percent said the course must be job-related in order to

qualify for educational assistance.

The proportion of tuition paid by the company as indicated by the 54
supervisors who answered this question, is shown in the table below:

TABLE 41

PROPORTION OF TUITION PAID

Number
$ upervisors

All or almost all 24

About 3/4 5

About 2/3 0

About 1/2 14

About 1/3 1

Lees than 1/3 . . 0

Don't know 10

Total 54

Table 42 shows the maximum amount of tuition paid per year by the

companies employing the first-line supervisors.

TABLE 42

MAXIMA AMOUNT OF TUITION
PAID PER YEAR

Number
Supervisors

More than $300 4

251 - 300 . . ........... . . 1

201 250 1

151 - 200 1

101 - 150 1

51 - 100 1

50 or less 0

Don't know 42

Total 51



When asked what the effect of available financial assistance was on

their motivation to undertake further education, 3C percent of the

supervisors said it strongly'encouraged them, 32 percent said it

partially influenced them, and 30 percent said it had no effect. The

seeming inconsistency that was noted for the middle managers applies

to the supervisors: while 70 percent said that the availability of

financial aid had motivated them to some extent to undertake additional

education, only three of the 129 respondents were actually enrolled

and five were planning to enroll.

COMPARISON OF NEEDS OF MANAGERS AND SUPERVISORS IN THE FOOD AND KINDRED

PRODUCTS INDUSTRY PITH THOSE OF MANAGERS AND SUPERVISORS IN TOTAL REPORT

The educational needs of managers and supervisors in the industrial category

of Food and Kindred Products were compared with needs of those in business

and industry as seen in the total report, "Managerial and Supervisory Edu-

cational Needs of Business and Industry in P,annsylvania." The results were

quite similar.

Mall:Imam=

Of the 48 subjects listed, the following were indicated as "Should Have"

needs by 50 percent or more of the top managers:

Food
Kindred

"Should Have"
Percent

and Total

Products Report

N=59 N=705

Communication in the Organization 62 59

Human Aspect of Management 55

Managerial Motivation 55

Long-range Planning and Forecasting for Corporate

Growth 54 50

Effective Written Communications 53 50

Management Development
53

Effective Speaking
50

Overall Strategy and Goals 50

* Less than 50 percent



Fifty percent or more of the top managers thou3ht that those they supervise

needed the following subjects:

Kindred

"Subordinates'
Needs"

Percent

Food and Total

Products Report

N=59 N=705

Dorking Effectively with Individuals and Groups 72 66

Effective Speaking 67 67

Effective Reading Skills 65 62

Effective Written Communications 63 74

Communication in the Organization 62 65

Listening Skills 62 62

Performance Appraisal and Counseling Techniques. . . . 56 57

Improving Decision Making of Managers 54 54

Management Development 53 56

Human Aspect of Management 50 54

Management Reporting Systems 50 *

* Less than 50 percent

BILIAlt..4anaztmtnt

Of the 54 subjects listed, 50 percent or more of the middle managers in

Food and Kindred Products and in the total report indicated a "Should Have"

need for the following:

"Should Hate:
Percent

Food and Total

Kindred Products Emas.
N=86 N=1,202

Management Development 68 66

Working Efficiently with Individuals OOOOO. 67 65

Effective Communication in the Organization 65 64

Supervisory Training and Employee Development 59 53
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Subjects which 50 percent or more of the midele managers thought represented
educational needs of those they supervise were:

"Subordinates'
__Needs"

Percent

Food and

Kindred Products

Total
Report.

N=86 N=1,202

Working Efficiently with Individuals 60 62

Effective Communication in the Organization 58 56

Supervisory Training and Employee Development . 56 61

Management Development 50 *

Listening Skills * 50

* Less than 50 percent

First-joine tivervision

Fifty percent or more of the first-line supervisors said they "Should Have"

the following of a listing of 16 subjects:

Kindred

"Should Have"

Percent

Food and Total
Products Aenort

N=129 N=1,713

Fundamentals of the Supervisor's Job 66 64

Leadership 64 57

Communications 59 51

Human Aspect of Management 59 53

The Tools and Techniques of Effective Supervision. . . 55 55

Inter-Departmental Cooperation 55 *

Decision Making 54 54

Supervisor's Role in Company Economics 53 *

Supervisor's Role in Employee Discipline. OOOOO 52 *

Developing the Work Team 51 *

Employee Training 50 *

Evaluation of Employee Performance 50 *

* Less than 50 percent
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RECOMMENDATIONS

For the total report, "Managerial and Supervisory Educational Needs of

Business and Industry in Pennsylvania," the following recommendations were

made:

For the University

1. The need for additional training in the area of communications --

such subjects as report writing, effective speaking, conference

leadership -- was strong for all three levels of management and

also for those supervised by top and middle management. The University

should expand its programs in this field and make them available at

locations convenient to business and industry.

2. Management development was much needed by both top and middle manage-

ment and those they supervise. Mile historically the University has

been a leader in this field, its efforts should be intensified.

3. Middle management &Tressed a high need for themselves and for those

they supervise in human relations. The number of programs in this

field should be increased at the local level by the University.

4. To meet the significant educational needs presented quantitatively by

this study, the University should expand its offerings of courses,

seminars, workshops and institutes for all three leYels of management,

and make them available at convenient locations.

5. Men classroom instruction was excluded, the largest number of middle

managers and first-line supervisors said they would take courses by

programmed instruction, correspondence, and educational television.

Consideration should be given to offering more courses using these

three media to help meet the self-perceived educational needs of

managers and supervisors.

For Business and Industry

1. Information on company policies toward participation in educational

activities should be much more widely disseminated among middle

managers and first-line supervisors. A large percentage do not

know the policy of their company.

2. Companies should encourage their employees to take advantage of

financial aid which is available for education.

3. The fact that a large number of management personnel felt their

superiors' attitude toward their further education was noncommittal

makes it necessary for the company to take steps to remedy this

condition.
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4. Companies should help their managers to realize and meet the

needs presented by the increasing complexity of modern business

and industry. A number of the subjects which appear to be an
intregal part of modern management Imre not perceived as needed
by the managers and supervisors who took part in this study.

5. Since the participants felt that the most frequent methods of
obtaining new information for updating was thlmugh discussion
with company personnel, the company should be aware of the great

potential of this means of dissemination of information.

6. Since about fclr out of ten managers are employed in companies

which do not have in-service educational programs, consideration
should be givIn to the development of additional in-service
programs.

7. Companies should find ways of motivating their employees to avoid

obsolescence in a rapidly changing, competitive business 'world.

8. Greater consideration should be given to the use of all avail-

able educational media, such as programmed instruction, correspon-
dence courses, educational television, and attendance at professional

meetings and workshops.

For the Individual Manager ervis or

1. The individual should take the initiative in selecting the most
appropriate media to help him grow with the job and meet the

challenges of the future.

2. He should be aware of available financial assistance plans and

other educational activities provided by his company which may

aid him in meeting his educational objectives.

ar Professional Associptions

1. Professional associations should assist the companies in encouraging

more educational activities by sponsoring workshops and meetings,

subsidizing training activities, and aid in the dissemination of
information to prevent technological and managerial obsolescence.
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MANAGERIAL LND SUPERVISORY EDUCLTIONAL NEEDS

IN INSWICE COMPANIES IN PENNSYLVANIA

INTRODUCTION

The education and training of managers is a major problem of business and

industry today. There are a number of conditions facing business and

industry which indicate the need for this study. Among them are:

1. There is a significant increase in managerial positions and a

resulting increase in the need for managerial education and training.

Managerial positions are increasing faster than the '.acrease in the

total work force. Education is needed to keep up t date and prevent

obsolescence, and must be a continuing process.

2. The rapid growth of managerial knowledge has increased the importance

of disseminating and applying such information.

3. Greater emphasis is being placed on leadership and motivation in

developing competence and resourcefulness.

4. There is a need for greater emphasis on long-range planning.

5. Companies must operate in increasingly complex and competitive

environments. New skills and abilities are needed for new types

of work, and in today's highly competitive market improved

efficiency becomes more important.

6. Greater emphasis is being placed on international management. The

international aspects of business will become more important for

more companies in the future, as a greater proportion of sales and

profits of many domestic firms comes from abroad.

7. Scientific research and development are necessities for business

growth. The manager must know how to make use of the reaults of

research.

8. Computer operations and data processing are expanding. Computer

techniques are far in advance of their application by managers.

Continuing Education has undertaken a study of this problem because of the

responsibility of The Pennsylvania State University to the citizens of the

Commonwealth in determining educational needs and in cooperation with other

educational institutions to provide education to meet such needs.
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SURVEY PROCEDURES

This report is a specific sgement of a larger study,* and is based on

responses from 128 managers and supervisors fram eight Insurance companies

in Pennsylvania. The survey utilized three questionnaire forms, one for

each level of management: top management, riddle management, and first-line

supervision. Each questionnaire listed courses in a number of managerial

areas pertinent to managerial personnel. The respondents checked one of

three choices: "Should Have," "Could Use," and "Don't Really Need." Top

and middle management were asked to indicate the courses that represented

educational needs of those they supervise in addition to their own needs;

this was not asked of first-line supervision. Middle management and first-

line supervision provided information on their educational background,

methods of updating, and company attitudes toward education; this was not

asked of top management.

SUMMARY

up ManaRemmt

None of the 48 courses listed was checked by 50 percent or more of top

managers as "Should Have." (Page 3)

For those they supervise, 50 percent or more of top managers said six

courses were needed. (Page 3)

Middle Management

Fifty percent or more of the middle managers expressed a "Should Have" need

for five courses in the areas of general management and communication, out

of 54 courses listed in six areas. (Page 8)

Those supervised by middle management werethought by 50 percent or more of

the managers to need nine of the listed courses. (Page 8)

The educational level was high, with 48 percent having the bachelor's degree.

Middle managers had used many methods of instruction and sources of infor-

mation for updating, and reported generally favorable attitudes toward

education on the part of their companies. (Page 16-19)

* Dubin, S.S., Alderman, E., and Marlow, H.L., "Managerial and Supervisory

Educational Needs of Business and Industry in Pennsylvania," The Pennsyl-

vania State University, 1967. A total of 3,620 managers at three levels

in 250 companies took part in the survey: 705 top managers, 1,202 middle

managers, and 1,713 first-line supervisors. Twenty-two industrial cate-

gories and eight sizes of companies were represented in the study.
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Eirs. ion

Fifty percent or more of the first-line supervisors reported a "Should Have"

need for four out of 16 courses. (Page 21)

Fifty-four percent of the supervisors had the bachelor's degree, showing a

high level of education. They had used a variety of methods for updating

and many sources of information, and thought their companies had a favorable

attitude toward continuing education. (Pages 22-26)

TOP MANAGEMENT

In the category of Insurance, 30 top managers from eight companies completed

the questionnaire. Top managers were defined as "senior executives who

direct an enterprise as a whole or who head the major divisions."

Educational Needs Vithin reas of Managerial Responsibilitv

The questionnaire for top management consisted of 48 suggested courses on

management subjects. These were in the areas of:

General Management (14 subjects)

Behavioral Science and Management (6 subjects)

Communications Techniques (4 subjects)

Economics (2 subjects)

Quantitative Methods Applied to Business and Industry (2 subjects)

Industrial Relations and Personnel Management (7 subjects)

Financial Management (4 subjects).

Manufacturing and Production (3 subjects)

Marketing (4 subjects)

International Management (2 subjects)

No course reached a "Should Have" need of 50 percent or more for the top

managers. Effective Speaking VAS seen as needed by 43 percent and Communi-

cation in the Organization by 41 percent.

Fifty percent or more of the top managers indicated that those they super-

vise need the following courses:

"Subordinates'
Needs"
Percent

Effective Speaking . OOOOO 0 OOOOO * 73

Effective Written Communications OOO OO OOOOOOO 70

Working Effectively with Individuals and Groups 63

Effective Rdading Skills . 0 OOOOO OO 0 60

Listening Skills. 0 OOOOOOOOO OOOOO 55

Performance Appraisal and Counseling Techniques 50
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Tables 1 through 10 show the extent of the top managers' needs for each
subject listed, ranked according to the "Should Have" response. Also

included in the "Subordinates' Neads" column, are the subjects indicated

by top management as being needed by those they supervise.

TABLE 1

GENERAL MANAGEMENT
(N=30)

"Should Have" "Subordinates'

:ghgmlLEEN21 and "Could Use"
Percent Percent Percent

Policy Formation 37 80 33

Improving Decision Making of

Managers 34 72 45

Long-range Planning and Fore-
casting for Corporate Growth . 31 83 21

Overall Strategy and Goals . . 30 87 27

Effective Utilization of Man-
power Resources and Allocation 30 73 27

Management Reporting Systems 23 63 27

Industrial Organization and

AdmiListration 23 53 33

Managing Major Change in
Organizations 21 55 14

Impact of Computer Technology. 17 47 20

Ethical Considerations in

Business 13 46 13

Impact of Government Legislation
and Controls on Business . 13 33 20

Impact of Science and Technology
on Business Management . . . 7 40 10

Management of Research and

Development 4 36 7

Impact of Multinational Aspects
of Planning and Control. 3 6 0
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TABLE 2

BEHAVIORAL SCIENCE AND MANAGEEENT
(N=30)

"Should Have"

"Should Have"
ancLaclabiassf

Percent

"Subordinates'
Needs"

Percent

Communication in the

Percent

Organization 41 89 48

Working Effectively with
Individuals and Groups . . . 33 76 63

Managerial Motivation 30 90 43

Human Aspect of Management 30 80 47

Creativity and Innovation 7 43 14

Political, Social, and Cultural
Trends and Their Impact on

Business Management 3 44 14

TABLE 3

COMMUNICATIONS TECHNIQUES
(N=30)

"Should Have" "Subordinates'

"Should Have" and "Could Usee Nteds"

Percent Percent Percent

Effective Speaking . ..... . 43 76 73

Listening Skills 38 86 55

Effective Reading Skills . 37 87 60

Effective Written Communications 37 77 70

TABLE 4

ECONOMICS

(N=29)

"Should Have" "Subordinates'

"Shoulallue and "Cou141.412111 reeds"

Percent Percent Percent

Economic Trends 3 48 10

Comparative Economic Systems . . 0 21 7
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TABLE 5

QUANTITATIVE METHODS APPLIED TO BUSINESS AND INDUSTRY
(N=29)

"Should Have" "Subordinates'

"Should Have- and 'Could Use" Needs"

Percent Percent Percent

Statistical Decision Theory . 7 45 21

Survey Course on Quantitative

Methods.. OOOOO . 7 41 17

TABLE 6

INDUSTRIAL RELATIONS AND PERSONNEL MANAGEMENT

(N=30)

"Should Have" "Subordinates'

"Should Have" and "Could Use" Needs 32

Percent Percent Percent

Manag2ment Development 37 77 37

PerformInce Appraisal and

Counseling Techniques . 36 79 50

Incentives 31 65 24

Personnel Policy Affecting rage
and Salary Structure . 21 50 18

Criteria and Selection of
Personnel..,, OOOOOO . 21 49 28

Personnel Policy Affecting
Employment Practices 14 23 11

Personnel Policy Affecting
Labor-Management Relations . . 11 26 11

TABLE 7

FINESCIAL MANAGEMENT
(N=28)

"Should Have" "Subordinates'

"Should }lave" mg_20215ime, Needs"

Percent Percent Percent

Managerial Accounting and
Budgeting 26 59 19

Fundamentals of Financial
Reporting and Statement

Analysis 25 64 21

Financial Planning and

Forecasting 18 39 14

Capital BudgetingO OOOOO . 11 25 4
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TABLE 8

MANUFACTURING AND PRODUCTION
(P225)

"Should Have" "Subordinates'

"Should gave" end "Could Use" ...Heeds"

Percent Percent Percent

Operations Planning and Control.. 4 24 4

Planning and Utilization of
Physical Facilities 4 21 8

Operations Research Applied to

Production 0 0 17 4

TABLE 9

MARKETING
(N*26)

"Should Have" "Subordinates'

"Should Have" and "Could wel
Percent Percent Percent

Marketing Research . . - . 12 47 8

Pricing........ I 8 21 4

Product Planning . . . . . 4 36 8

Logistics Planning . . . . 4 12 4

TABLE 10

INTERNATIONAL MANAGEMENT
(Nn827)

"Should Have" "Subordinates'

"Shoyld HAye" AO "Could Use" Needs"

Percent Percent Percent

International Understanding. . 4 34 4

International Economic Analysis. 4 16 0



MIDDLE MANAGEMENT

In the category of Insurance, 52 middle managers from eight companies

completed the questionnaire. Middle managers were defined as "personnel

assigned to executive duties in the area between senior executives and

supervisors."

Educational Needs Within Areas of ManaRerial Responsibility

The six areas of the questionnaire answered by all middle managers were as

follows:

General Management (13 subjects)

Behavioral Science and Management (7 subjects)

Communication (7 subjects)

Economics (8 subjects)
Quantitative Methods Applied to Business and Industry (15 subjects)

Computer Operations and Data Processing (4 subjects)

Managers were asked to indicate which of the 54 courses listed in the ques-

tionnaire they "Should Have," tould Use," or "Don't Really Need," They

were also asked to indicate the courses needed by those they supervise.

The following courses were rated "Should Have" by 50 percent or more of the

middle managers:

ahaalLawg2
Percent

Management Development 67

Working Efficiently with Individuals 65

Supervisory Training and Employee Development 59

Effective Communication in the Organization 58

Performance Appraisal and Counseling Techniques 50

Fifty percent or more of the middle managers thought that those they super-

vise needed the following courses:

"Subordinates'
Needs"

Percent

Working Efficiently with /ndividuals 79

Supervisory Training and Employee Development 71

Business Letter Writing 65

Effective Communication in the Organization 60

Management Development 58

Listening Skills 58

Oral Presentation of Reports 54

Performance Appraisal and Counseling Techniques 52

Effective Reading Skills 50
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The following tables, 11 through 16, present the data on the six general

areas of managerial responsibility which were answered by all the middle

managers in the Insurance category.

TABLE 11

GENERAL MANAGEMENT
(N=52)

t.

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent Percent Percent

Management Development 67 84 58

Working Efficiently with

Individuals 65 92 79

Supervisory Training and
Employee Development 59 79 71

Performance Appraisal and

Counseling Techniques 50 77 52

Criteria and Selection of
Personnel for Promotion. . . 44 79 44

Analyzing Organizational
Behavior 30 74 32

Principles and Analysis of

Office Systems 27 70 35

Long-range Planning and Fore-
casting for Corporate Growth 24 55 20

Effective Utilization of Man-
power Resources and Allocation 18 49 25

Impact of Government Legislation
and Controls on Business 14 59 18

Impact of Computer Technology. . 14 51 18

The Application of Information
Technology on Decision Making. 12 36 14

Impact of Science and Technology
on Business Management . 8 45 16

TABLE 12

BEHAVIORAL SCIENCE AND MANAGEMENT
(N=50)

"Shouldfiave"

"Should Have"
and "Could Use"

"Subordinates'

Needs"

Percent Percent Percent

Management Psychology 33 73 35

Human Aspect of Management . . . 24 72 34

Creativity and Innovation. . 22 51 20

Understanding Group Interaction
and Behavior OOOOO 20 71 35

Industrial Sociology 12 32 8

Social and Cultural Trends and
Their Impact on Business

Management 8 39 14

Impact of Consumer Behavior on

Management OOOOO 8 26 8
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TABLE 13

COMMUNICATION
(Na149)

"Should Have" "Subordinates'

20914(12m:1 and "Couldliae"
Percent Percent Percent

Effective Communication in the
Organization OOOOO 58 91 60

Listening Skills , . . 38 76 58
Effective Reading Skills 33 77 50
Oral Presentation of Reports 33 73 54
Effective Report Writing . . 31 73 48
Business Letter Writing . 29 74 65
Conference Leadership . . 26 60 19

TABLE 14

ECONOMICS

(N=50)

"Should Have"
"Should Have"

and "gould Use"
"Subordinates'

_Needs"

Percent Percent Percent

Fundamentals of Economics. 12 39 18
Economics of Production and

Cost 12 22 10
The Price Mechanism. 10 22 2
Economic TrendsOOOOO . 6 38 10
The Economic Systems of the
United States OOOOO 4 31 6

International Economics 4 16 2

Comparative Economic Systems . . 2 18 2
Economics of Technology and

Innovation . . 2 18 0
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TABLE 15

QUANTITATIVE METHODS APPLIED TO BUSINESS AND INDUSTRY

(N=49)

"Should Have"

"Should Have"
and "Could use"

"Subordinates'

Needs"

Percent

Improving Decision Making of

Percent Percent

Managers 29 62 18

Review of Basic Mathematics. . . 15 30 25

Replacement Management . . 8 18 8

Statistical Decision Theory. . . 6 39 4

Applying Program Evaluation and
Review Techniques (PERT) . . 6 25 2

Inventory Management 4 12 13

Linear Programming ..... . 4 6 2

Statistical Procedures and

Methods 2 20 2

Probability Theory 2 14 2

Dynamic Progrymming 2 10 0

Analytic Geometry. .. .... 2 2 2

Waiting Lines 0 8 0

Matrix Algebra 0 4 2

Calculus of Infinite Series. . . 0 4 0

Calculus of Finite Differences . 0 2 0

TABLE 16

COMPUTER OPERATIONS AND DATA PROCESSING
(N=50)

"Should Have"

ab9uld Have" alLIQUILMIC

"Subordinates'
Needs"

Percent Percent Percent

Data Systems and Processing. . . 12 60 14

Applying the Computer to

Problems of Business and

Management 8 55 10

Fuadamentals of Programming for

Computer Operations, . . 2 21 4

Mathematics for Digital

Computers 2 15 0
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If the manager's area of major responsibility was not included in the preced-

ing six, he was asked to complete the one of seven additional areas that

most closely corresponded to his special field of work. These were:

Industrial Relations and Personnel Management (8 subjects)

Financial Management (6 subjects)

Manufacturing and Production (10 subjects)

Marketing (9 subjects)

Sales Management (5 subjects)

International Management (10 subjects)

Research and Development (5 subjects)

The following tables, 17 through 23, show the responses for these special

fields of work

TABLE 17

INDUSTRIAL RELATIONS AND PERSONNEL MANAGEMENT

(N=23)

fShou1d HELL
"Should Have"

and "Could Use"

"Subordinates'
Needs"

Percent

Recruiting, Interviewing,
Selection, Assessment of

Percent Percent

Personnel and Promotion. . . 48 91 43

In-plant Training 29 50 29

Salary and Wage Administration . 27 47 33

Job Analysis and Job Evaluation

Methods. ..... .. . 21 50 36

Maintaining Efficient and Up-

To-Date Personnel Records. . 21 22 21

Employee Benefit Plans . . 20 40 27

Industrial Safety and Medical

Services 7 21 7

Management and Labor Relations 7 21 0
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TABLE 18

FINANCIAL, MANAGEMENT

(N=13)

Fundamentals of Financial
Reporting and Statement

"Should Have"
"Should Have"
and "Could Use"

"Subordinates'

yeeds"
Percent Percent Percent

Analysis 50 50 8

Taxes 38 46 8

Budgets 25 42 25

Managerial Accounting. 23 46 15

Financial Planning and
Forecasting 8 25 0

New Developments in Equipment
Replacement Policy . . 0 36 0

TABLE 19

MANUFACTURING AND PRODUCTION
(N=10)

"Should Have" "Subordinates'

"Should Have" and "Could Use" Needs"

Percent Percent Percent

Methods Analysis and Work
Simplification OOOOO 30 50 0

Quality Control 14 14 0

Organization and Management of
Purchasing Operations 0 25 13

Value Analysis 0 17 17

Materials Handling 0 14 0

No need was indicated by middle managers for themselves or those they
supervise for any of the other courses.
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TABLE 20

MARKET/NG
(N=10)

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent Percent Percent

Fundamentals of Marketing 40 50 10

Application of Management
Science and Computers to

Marketing Problems 33 33

Physical Distribution Methods. 33 33

Marketing Management 30 50

Product Planning. OOOOO 20 50 10

Marketing Research OOOOO 20 40 10

Fundamentals of Pricing. . . . 10 20 0

Packaging Design and Development 0 33 0

Brand Marketing 0 30 0

TABLE 21

SALES MANAGEMENT
(N=17)

"Should Have" "Subordinates'

"Should Have" and "Could Use" lieeds"

Percent Percent Percent

Motivating Salesmen 59 77 41

Supervision of Field Salesmen. . 53 77 29

Selection and Evaluation of
Field Salesmen . OOOOOO . 50 81 38

Training of Field Salesmen . . 47 82 41

Compensation of Field Salesmen 24 4g 24

14



TABLE 22

INTERNATIONAL MANAGEMENT
(N=6)

"Should pave"

"Should Have"
and "Could Use"

Percent Percent

United States Foreign Economic Policy . 20 20

Monetary Exchange Problems 0 20

Sources of Funds: Financing of Day-to-Day

Transactions 0 20

International Economic Organizations 0 17

British Commonwealth, United Nations, including

International Monetary Fund and World Bank

and Their Role in World Trade 0 17

Middle managers indicated no need on the part of those they supervise for

any of the courses.

TABLE 23

RESEARCH AND DEVELOPMENT
(N=12)

"Should _Have"

"Should Have"

and "Couldyse"

"Subordinates'
Needs"

Percent

Evaluation of the Research and

Percent Percent

Development Programs . . . . 17 17 0

Supervision and Management of

Research Services 14 43 14

Building Research and

Development Teams 14 28 0

Guidelines for Selecting and
Appraising New Projects 14 14 0

Planning Budgeting and Control

of Projects. OOOOOO 13 38 13
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Backgrottigli
Personal, Educational, and Professional Background

Forty-one percent (N=21) of the 52 middle managers were 40 years of

age or younger. This means that they have at least 25 more years of

productive employment. Ninety-two percent (N=48) had completed high

school, 48 percent (N=25) had the bachelor's degree, and 15 percent

(N=8) had the master's degree. One person had the doctorate in a

field which was not specified. Thirteen percent (N=7) went to

business school. The major fields of study for the undergraduate and

graduate degrees are given below:

TABLE 24

MAJOR FIELDS OF STUDY OF COLLEGE GRADUATES

Number
Bachelor's

Number
Master's

Architecture 1 0

Business Administration. 4 OOOOOOO 7 2

Engineering 3 0

Law 0 4

Liberal Arts 8 0

Mineral Industries 1 0

Psychology 2 0

Other (not specified) 3 2

Total OOOOOOO 25 8

The major areas of work for the middle managers in Insurance are

shown below:

TABLE 25

MAJOR AREAS OF WORK

Number
pian_aaers

Percent
Nanagers

Administration 9 OOOOOO 27 52

Finance 4/ OOOOOOOO 5 10

Industrial Relations 1 2

Manufacturing 1 2

Marketing and Sales 6 12

Production Control -- Records OOOOO 2 4

Purchasing and Procurement OOOOO 2 4

Research and Development 1 2

Other (not specified) OOOOO 6 12

Total OOOOOOOO . 51 100
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Methods of Updating

Forty-two percent (N=21) of the middle managers would take a credit

course and 60 percent (N=31) would take a non-credit course if they

were offered locally.

One manager was currently enrolled for the bachelor's degree in

business administration. No one was planning to enroll.

Eighty-eight percent had no plans for further degree work and their

reasons are given below:

TABLE 26

REASONS FOR NOT UNDERTAKING ADDITIONAL FORMAL EDUCATION

Number
Managers

Percent
Managers

Don't have the time 13 28

Job demands no more education 10 22

Not interested 6 13

Can do better on my own .... .. 3 7

Live too far from educational center . 1 2

Cannot afford it 1 2

Not a high school graduate . . ...... 1 2

Other (not specified) 11 24

Total 46 100

The variety of educational methods used by middle managers for

updating within the past four years follows:

TABLE 27

EDUCATIONAL METHODS USED FOR UPDATING WITHIN THE PAST FOUR YEARS

(Na52)

Attendance at regional or national meetings

Number
Managers

Percent
Managers

of professional societies 30 58

Workshops or seminars on managerial topics 26 50

Company in-service training courses. 20 38

Managerial development within company. . 16 31

Short refresher courses at colleges or

universities 8 15

Correspondence courses . . . ..... 5 10

Workshops or seminars in liberal arts orhUManities 3 6

Television courses 1 2



Many sources of information were used by the middle managers to keep

up with new developments. Table 28 lists these sources.

TABLE 28

SOURCES OF INFORMATION USED IN UPDATING
(N=51)

Percent

W
r..iW

01 1-4 45
1-4 4.) W 0
4-) 4.) CO r-4

0 W ori 0 ri
4) 60 )--i 4.1 0
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Cr k PN Z r4 4

4) 4) 4) 4) W -1 4) 0
0 /4
OW

CO44P
CO 4)>

0 COAP 0 4-4
i..-1

Discussion with company personnel
(informal or formal) 75 25 e 0 0

In-plant reports and bulletins . . 64 24 6 4 2

Subordinate-superior discussions
or meetings 60 34 6 0 0

Business reports 39 37 22 2 0

Management journals. 9 27 45 20 4 4

Lectures, conferences, workshops

and seminars . 3 OOOOO 25 51 18 4 2

Technical books, reports,
abstracts and indexes 18 48 18 16 0

Company in-service courses . 18 28 20 24 10

Scientific and technical journals. 12 42 14 32 0

Manufacturer's literature. 8 17 19 56 0

Use of consultants . 6 8 18 68 0

Professional society meetings. . 4 44 24 24 4

College and university evening

courses 2 4 8 80 6

College and university day courses 0 2 0 98 0
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Middle managers responded to,a listing of seven educational media,

other than classroom instruction, through which they would take

courses. (Table 29)

TABLE 29

PREFERENCE FOR MEDIA OF COURSE PRESENTATION

(N=52)

Number
Managers

Percent

Managers,

Correspondence courses 18 35

Programmed instruction 17 33

Educational television 13 25

Courses recorded on records 6 12

Courses recorded on tapes 5 10

No managers reported a preference for two-way radio courses or

two-way telephone courses.

Company Attitudes Toward Education

Of the 51 managers responding to a question on the attitude of their

immediate superior toward continuing their education, 49 percent

(N=25) said the superior encouraged them and 51 percent (N=26) said

the superior was noncomilctal. No one said the superior discouraged

him.

Middle managers reported their perception of company attitudes toward

participation in professional and educational activities as follows:

TABLE 30

MANAGERS' PERCEPTION OF COMPANY POLICY

TOWARD

Attend company training

PROFESSIONAL DEVELOPMENT

(N=49)

Encourages Noncommittal plscourages Do Not Know

Percent Percent Percent Percent

courses 96 4 0 0

Attend professional
meetings 90 6 4 0

Hold office in profes-

sional societies . 86 10 2 2

Attend seminars or work-

shops away from the

company 78 12 2 8

Enroll for advanced work 68 18 0 14

Write technical and
professional papers. . 48 28 0 24

Educational leave of

absence, 6 10 27 57



Seventy-seven percent of the middle managers indicated that they were

employed by companies which provided in-service training, and 23 per-

cent were not. Forty-two percent said the training was entirely on

company time, 54 percent said it was partly on company time, two per-

cent said it was not on company time, and two percent did not know.

Eighty-one percent reported that their company had an educational

assistance plan. Seventeen percent said it did not and two percent

did not know. Sixty-five percent said the course had to be job-

related in order to qualify for financial assistance.

The proportion of tuition paid by the company as indictited by the 37

managers who responded to this question follows:

TABLE 31

PROPORTION OF TUITION PAID

Number
Managers

All or almost all 7

About 3/4 10

About 2/3 2

About 1/2 12

About 1/3 0

Less than 113 2

Don't know . . . .
4

Total 37

The following table shows the maximum amount of tuition paid per year

by the companies for which the middle managers work:

TABLE 32

mAximurt AMOUNT OF TUITION
PAID PER YEAR

Number
Manag,ers,

More than $300 1

251 - 300 17

201 - 250
151 - 200. . . ... . . ..........
101 - 150

51 - 100. .

50 or less 1

Don't know 16

Total 35
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When asked about the effect of available company educational

assistance in motivating them to undertake further education, five

percent of the middle managers said ft had strongly encouraged them,

11 percent said it had partially influenced them, and 84 percent

said it had no effect. However, some 'who had completed their

educational objectives may have been so motivated at the time they

were enrolled.

FIRST-LINE SUPERVISION

In the category of Insurance, 46 first-line supervisors from eight companies

completed the questionnaire. First-line supervisors were defined as "those

whose major activities have to do with supervisory and foreman activities."

The supervisors responded to a listing of 16 course titles in the area of

supervisory responsibility. They provided information on their personal,

educational, and professional background, methods of updating, and company

attitudes toward education.

Educational.Needs

The 46 first-line supervisors in the category of Insurance were asked to

indicate which of the 16 courses listed in the questionnaire they "Should

Have," "Could Use," or"bon't Really Need." The following c;ourses were

rated "Should Have" by 50 percent or more of the supervisors:

"Should Have"

Percent

Communications 60

Fundamentals of the Supervisor's Job 56

The Tools and Techniques of Effective Supervision 51

Human Aspect of Management 51

Table 33 gives the "Should Have" and the combined "Should Have" and "Could

Use" needs for the entire listing of 16 courses, according to four groupings.
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TABLE 33

FIRST-LINE SUPERVISION TRAINING NEEDS

(N=45)

"Should Have"

"Should Have" and "Could Use"

No. No.

yrinciplesoLgupervision

Fundamentals of the Supervisor's Job IF 25

The Tools and Techniques of Effective

Supervision. OOOOOOOOOO V . 23

Inter-Departmental Cooperation 20

Decision Making 19

Supervisor's Role in Employee Discipline . 17

Supervisor's Role in Company Economics . . 17

Emplayee Training and Evaluation

Evaluation of Employee Performance 21

Employee Training 13

Safety 1

The qupervisor and the Union

Grievance Procedure and Arbitration 1

Labor Relations Legislation 1

Labor Relations 0

Developing Those We Supervise

Communications 27

Human Aspect of Management 23

Leadership 21

Developing the Work Team 16

Back rout_g_d_itqor su ervisors

Personal, Educational, and Professional Background

56 36 80

51 36 80

44 36 80

42 35 78

38 36 80

38 36 80

47 35 78

30 30 69

2 6 13

2 9 20

2 1 2

0 1 2

60 38 84

51 36 80

47 35 78

36 28 63

Sixty-five percent (N=30) of the first-line supervisors were 40 years

of age or younger. Eighty-nine percent (N=41) were high school grad-

uates, 54 percent (N=25) had the bachelor's degree, and four percent

(N=2) had the master's,degree, no one had the doctorate. Twenty per-

cent (N=9) had gone to business school. The major fields of study

are indicated in the following table:
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TABLE 34

MAJOR FIELDS OP STUDY OF COLLEGE GRADUATES

Number
Bachelor's

Number
Master's

Architecture 1 0

Business Administration 16 2

Liberal Arts 6 0

Psychology 1 0

Other (not specified) 1 0Total 25 2

Below is a listing of the major areas of work for the first-line

supervisors in /nsurance:

TABLE 35

MAJOR AREAS OF WORK

Number
Sunervisors

Percent

Supervisors

Administration 27 59

Finance. OOOOOOO . 5 11

Marketing and Sales 5 11

Production Control -- 10cords 1 2

Purchasing and Procurement 1 2

Research and Development 1 2

Service (yard and labor personnel, etc.) 1 2

Other (not specified) 5 11

Total 46 100
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Methods of Updating

Fifty-three percent (N=24) of the first-line supervisors would take a
credit course and 61 percent (N=28) would take a non-credit course if
they were offered locally.

One of the supervisors was currently enrolled for the bachelor's
degree and one was planning to enroll for the master's degree. The

major field of both was liberal arts.

For the 38 supervisors who did not have plans for further formal
education, the following reasons were indicated:

TABLE 36

REASONS FOR NOT UNDERTAKING ADDITIONAL FORMAL EDUCATION

Number
Supervisors

Percent

Supervisors

Don't have the time . 16 41

Job demands no more education 6 16

Cannot afford it 4 11

Not interested OOOOOOO . 4 11

Live too far from educational center . . 3 8

Other (not specified) 5 13

Total 38 100

First-line supervisors had used a variety of educational methods for
updating within the past four years.

TABLE 37

EDUCATIONAL METHODS USED FOR UPDATING WITHIN THE PAST FOUR YEARS
(N=46)

Number
Supervisors,

Percent

Supervisors

Company in-service training courses. . . 23 50

Managerial development within company. 16 33

Workshops or seminars on managerial
topics 15 33

Correspondence courses 12 26

Attendance at regional or national
meetings of professional societies 10 22

Short refresher courses at colleges
or universities 5 11

Workshops or seminars in liberal arts
or humanities OOOOOOO . 3 6
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The sources of information used by first-line supervisors in keeping

up to date with new developments are shown in the following table:

TABLE 38

SOURCES OF INFORMATION USED IN UPDATING
(N=44)

Percent

0
v-4

N 4
v-4 0 0
.4J

0 0 W 0 44
0 (ID 0 0 4-) 0

0 '0
Ce W 4.1 Z r4 44

0
0) 14 > 02 V3 orl aco 0 44
0 P4 0 C 1.4

Discussion with company personnel
(informal or formal) 63 30 7 0 0

In-plant reports and bulletins . . 49 41 0 5 5

Subordinate-superior discussions
or meetings 45 44 7 2 2

Business reports 33 40 17 10 0

Management journals 24 40 22 12 2

Technical books, repofts,
abstracts, and indexes 22 29 27 15 7

Lectures, conferences, workshops,

and seminars 20 46 22 10 2

Company in-service courses . 18 33 10 26 13

Use of consultants , 18 21 8 48 5

Scientific and technical journals. 16 24 31 24 5

Professional society meetings. . 13 20 13 44 10

Manufacturer's literature 8 8 18 63 3

College and university evening

courses 8 5 8 64 15

College and university day courses 0 3 3 81 13

First-line supervisors checked a listing of seven educational media,

which did not include formal classroom instruction, to show their
preference for India of course presentation.
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TABLE 39

PREFERENCE FOR MEDIA OF COURSE PRESENTATION

(N=46)

Number
Supervisors

Percent
Supervisors

Correspondence courses 22 48

Programmed instruction 20 43

Educational television 18 39

Courses recorded on tapes 10 22

Courses recorded on records 9 20

Two-way telephone courses 6 13

Two-way radio courses 3 7

Other (not specified) 1 2

Company Attitudes Toward Education

A total of 43 first-line supervisors responded to a question on the

attitude of their immediate superior toward continuing their education.

Forty-seven percent (N=20) said the superior encouraged them; 49 per-

cent (N=21) said he was noncommittal, and four percent (11=2) said he

discouraged them.

The attitude of the company as perceived by first-line supervisors

toward participation in educational and professional activities is

reported in Tatae 40. The high percent who did not know company

policy indicates either a lack of policy or a lack of communication.

TABLE 40

SUPERVISORS' PERCEPTION 07 COMPANY

POLICY TOWARD PROFESSIONAL DEVELOPMENT

Attend company training

(N=42)

Encourages jlonconimittal piusurages pg Not Know

Percent Percent Percent Percent

courses 97 3 0 0

Hold office in profes-

sional societies . 70 15 5 10

Attend professional
meetings . . ..... . 69 18 5 8

Enroll for advanced work 59 35 3 3

Attend seminars or work-
shops away from the

company 47 27 8 18

Write technical and
professional papers. . 32 34 5 29

Educational leave of

absence 7 12 29 52
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Seventy-two percent of the supervisors indicated that they were

employed by companies which provided in-service training; 26 percent

said their company did not provide it and two percent did not know.

Thirty-five percent said the training was completely on company time,

49 percent said it was partly on company time, 11 percent said it

was entirely on the men's own time, and five percent did not know.

Fifty-six percent reported that their company had an educational

assistance plan; 37 percent said it did not, and seven percent did

not know, Thirty-two percent said the course must be job-related

in order to qualify for educational assistance,

The proportion of tuition paid by the company, as indicated by the

21 supervisors who answered this question, is shown in the table

below:

TABLE 41

PROPORTION OF TUITION PAID

Number
Supervisors

All or almost all ...... OOOOOOO 4

About 3/4 6

About 2/3 0

About 1/2 4. . 5

About 1/3 0

Less than 1/3 0

Don't know 6

Total 21

Table 42 shows the maximum amount of tuition paid per year by the

companies employing the first-line supervisors.

TABLE 42

MAXIMUM AMOUNT OF TUITION
PAID PER YEAR

Number
Supervisors

More than $300 1

251 - 300 1

201 - 250 0

151 - 200 . . . ......... 1

101 - 150 0

51 - 100 . ........... 0

50 or less .......... . 0

Don't know. . ...... . 18

Total 21



When asked what the effect of available financial assistance was on

their motivation to undertake further education, nine percent of the

supervisors said it strongly encouraged them, 26 percent said it

partially influenced them, and 65 percent said it had no effect.

CCMPARISON OF NEEDS OF MANAGERS AND SUPERVISORS IN INSURANCE COMPANIES

WITH THOSE OF YANAGERS AND SUPERVISORS /N TOTAL REPORT.

The educational needs of managers and supervisors in the category of

Insurance were compared 'with needs of those in business and industry as

seen in the total report, qianagerial and Supervisory Educational Needs of

Business and Industry in Pennsylvania." The results were quite similar,

with the exception of the educational needs of tcy management and those

supervised by middle management.

Top Management

Of the 48 subjects listed, the following were indicated as "Should Have"

needs by 50 percent or more of the top managers.

"Should Have"

Percent

Total

Xnsurance Report

N=30 N=705

Communication in the Organization
59

Management Development
53

Long-range Planning and Forecasting for

Corporate Growth
50

Effective Speaking
50

Effective Written Communications
50

Overall Strategy and Goals
50

* Less than 50 percent
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Fifty percent or more of the top managers thought that those they supervise

needed the following subjects:

"Subordinates'
Needs"

Percent

Insurance

Total
Report

N=30 N=705

Effective Speaking 73 67

Effective Written Communications 70 74

Working Effectively with Individuals and Groups 63 66

Effective Reading Skills
60 62

Listening Skills
55 62

Performance Appraisal and Counseling Techniques 50 57

Communication in the Organization . * 65

Management Development . .

* 56

Human Aspect of Management
* 54

Improving Decision Making of Managers
* 54

* Less than 50 percent

Middle Management

Of the 54 subjects listed, 50 percent or more of the middle managers in

Insurance and in the total report indicated a "Should Have" need for the

following:

"Should Have"

Percent

Insurance

Total
Report

N=52 N=1,202

Management Development .
67 66

Working Efficiently with Individuals 65 65

Supervisory Training and Employee Development 59 53

Effective Communication in the Organization 58 64

Performance Appraisal and Counseling Techniques 50 *

* Less than 50 percent
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Subjects which 50 percent or more of the middle managers thought represented

educational needs of those they supervise were:

"Subordinates'
Needs"

Percent

Total

inumet Report

N=52 N=1,202

Working Efficiently with Individuals 79 62

Supervisory Training and Employee Development . 71 61

Business Letter Writing 65 *

Effective Communication in the Organization 60 56

Listening Skills
58 50

Management Development 58 *

Oral Presentation of Reports 54 *

Performance Appraisal and Counseling Techniques 52 *

Effective Reading Skills 50 *

* Less than 50 percent

yirst-Litp Supervision

Fifty percent or more of the first-line supervisors said they "Should Have"

the following of a listing of 16 subjects:

"Slaou1d Have"

Percent

Insurance,

Total
Report
N=1,713N=46

Communications
60 51

Fundamentals of the Supervisor's Job 56 64

The Tools and Techniques of Effective Supervision. . , 51 55

Human Aspect of Management 51 53

Leadership
57

Decision Making
54

* Less than 50 percent
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RECOMMENDATIONS

For the total report, "Managerial and Supervisory Educational Needs of

Business and Industry in Pennsylvania," the following recommendations

were made:

For the University

1. The need for additional training in the area of communications --

such subjects as report writing, effective speaking, conference

leadership -- was strong for all three levels of management and

also for those supervised by top and middle management. The

University should expand its programs in this field and make

them available at locations convenient to business and industry.

2. Management development was much needed by both top and middle

management and those they supervise. While historically the

University has been a leader in this field, its efforts should

be intensified.

3. Middle management expressed a high need for themselves and for

those they supervise in human relations. The number of programs

in this field should be increased at the local level by the

University.

4. To meet the significant educational needs presented quantitatively

by this study, the University should expand its offerings of courses,

seminars, workshops and institutes for all three levels of man-

agement, and make them available at convenient locations.

5. When classroom instruction was excluded, the largest number of

middle managers and first-line supervisors said they would take

courses by programmed instruction, correspondence, and educational

television. Consideration should be given to offering more

courses using these three media to help meet the self-perceived

educational needs of managers and supervisors.

For Business and2ridustrY

1. Information on company policies toward participation in

educational activities should be much more widely disseminated

among middle managers and first-line supervifJors. A large

percentage do not know the policy of their company.

2. Companies should encourage their employees to take advantage of

financial aid which is available for education.

3. The fact that a large number of management personnel felt their

superiors' attitude toward their further education was noncommittal

makes it necessary for the company to take steps to remedy this

condition.



4. Companies should help their managers to realize and meet the

needs presented by the increasing complexity of modern business

and industry. A number of the subjects which appear to be an

integral part of nodern management 'were not perceived as needed

by the managers and supervisors who took part in this study.

5. Since the participants felt that the most frequent method of

obtaining new information for ur:ating was through discussion

with company personnel, the company should be aware of the

great potential of this means of dissemination of information.

6. Since about four out of ten managers are employed in companies

which do not have in-service educational programs, consideration

should be given to the development of additional in-service

programs.

7. Companies should find ways of motivating their employees to avoid

obsolescence in a rapidly changing, competitive business world.

8. Greater consideration should be given to the use of all avail-

able educational media, such as programmed instruction, correspondence

courses, educational television, and attendance at professional

meetings and workshops.

For the Individual Manager fnd Supervisor

1. The individual should take the initiative in selecting the most

appropriate media to help him grow with the job and meet the

challenges of the future.

2. He should be aware of available financial assistance plans and

other educational activities provided by his company which may

aid him in meeting his educational objectives.

For Psolessional Associations

1, Professional associations should assist the companies in

encouraging more educational activities by sponsoring work-

shops and meetings, subsidizing training activities, and aid

in the dissemination of information to prevent technological

and managerial obsolescence.
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MANAGERIAL AND SUPERVISORY EDUCATIONAL NEEDS

IN THE MACHINERY (EXCEPT ELECTRICAL) INDUSTRY IN PENNSYLVANIA

INTRODUCTION

The education and training of managers is a major problem of business and

industry today. There are a number of conditions facing business and

industry which indicate the need for this study. Among them are:

1, There is a significant increase in managerial positions and a

resulting increase in the need for managerial education and training.

Managerial positions are increasing faster than the increase in the

total work force. Education is needed to keep up to date and prevent

obsolescence, and must be a continuing process.

2. The rapid growth of managerial knowledge has increased the importance

of disseminating and applying such information.

3. Greater emphasis i3 being placed on leadership and motivation in

developing competence and resourcefulness.

4. There is a need for greater emphasis on long-range planning.

5. Companies must operate in increasingly complex and competitive

environments. New skills and abilities are needed for new types

of work, and in today's highly competitive market improved efficiency

becomes more important.

6. Greater emphasis is being placed on international management. The

international aspects of business will become more important for

more companies in the future, as a greater proportion of sales and

profits of many domestic firms comes from abroad.

7. Scientific research and development are necessities for business

growth. The manager must know how to make use of the results of

research.

8. Computer operations and data processing are expanding. Computer

techniques are far in advance of their application by managers.

Continuing Education has undertaken a study of this problem because of the

responsibility of The Pennsylvania State University to the citizens of the

Commonwealth in determining educational needs and in cooperation with other

educational institutions to provide education to meet such needs.
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SURVEY PROCEDURES

This report is a specific segment of a larger study,* and is based on

responses from 231 managers and supervisors from 15 companies in the

Machinery (Except Electrical) industry in Pennsylvania. The survey utilized

three questionnaire forms, one for each level of management: top Management,

middle management, and first-line supervision. Each questionnaire listed

courses in a number of managerial areas pertinent to managerial personnel.

The respondents checked one of three choices: "Should Have," "Could Use,"

and "Don't Really Need." Top and middle management were asked to indicate

the courses that represented educational needs of those they supervise in

addition to their own needs; this was not asked of first-line supervision.

Middle management and first-line supervision provided information on their

educational background, methods of updating, and company attitudes toward

education; this was not asked of top management.

SUMMARY

TOD Pfanagement

Of 48 courses listed, 12 were checked by 50 percent or more of top managers

as "Should Have." (Page 3)

For those they supervise, 50 percent or more of top managers said ten courses

were needed. (Page 4)

Middle Management

Fifty percent or more of the middle managers expressed a "Should Have" need

for three courses in the areas of general management and communication, out

of 54 courses listed in six areas. (Page 8)

Those supervised by middle management were thought by 50 percent or more of

the managers to need two of the listed cmarses. (Page 8)

The educational level was good, with 48 percent having the bachelor's degree.

Middle managers had used many methods of instruction and sources of infor-

mation for updating, and reported generally favorable attitudes toward

education on the part of their companies. (Pages 15-18)

* Dubin, S.S., Alderman, E., and Marlow, H.L., ''Managerial and Supervisory

Educational Needs of Business and Industry in Pennsylvania," The Pennsyl-

vania State University, 1967. A total of 3,620 managers at three levels

in 250 companies took part in the survey: 705 top managers, 1,202 middle

managers, and 1,713 first-line supervisors. Twenty-two industrial cate-

gories and eight sizes of companies were represented in the study.
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First-Line Supervision

Fifty percent or more of the first-line supervisors reported a "Should Have"

need for 11 out of 16 courses. (Page 20)

Seventeen percent of the supervisors had the bachelor's degree, They had

used a variety of methods for updating and many sources of information, and

thought their companies had a favorable attitude toward continuing education.

(Pages 21-25)

TOP MANAGEMENT

In the industrial category of Machinery (Except Electrical), 42 top managers

from 15 companies completed the questionnaire. Top managers were defined as

"senior executives who direct an enterprise as a whole or who head the major

divisions."

uc eeds Wit re s o 1 es o sib 1 t

The questionnaire for top management consisted of 48 suggested courses on

management subjects. These were in the areas of:

General Management (14 subjects)

Behavioral Science and Management (6 subjects)

Communications Techniques (4 subjects)

Economics (2 subjects)
Quantitative Methods Applied to Business and Industry (2 subjects)

Industrial Relations and Personnel Management (7 subjects)

Financial Management (4 subjects)

Manufacturing and Production (3 subjects)

Marketing (4 subjects)

International Management (2 subjects)

The courses for which top management indicated a "Should Have" need of 50

percent or more were:

"Should Have'I

Percent

Communication in the Organization 60

Management Development 60

Performance Appraisal and Counseling Techniques . 58

Effective Speaking 56

Overall Strategy and Goals 54

improving Decision Making of Managers 54

Working Effectively with Individuals aad Groups . 53

Managerial Motivation 53

Long-range Planning and Forecasting for

Corporate Growth 51

Industrial Organization and Administration. . . 50

Listening Skills OOOOOOOO 9 OOOOOO 50

Effective Written Communications 50

3



Fifty percent or more of the top managers indicated that those they
supervise needed the follouing courses:

"Subordinates'

Needs"
Percent

Communication in the Organization . OOOOOO 68

Effective Written CommunicationsOOOOOO 64

Effective Reading Skills 63

Management Development 63

Listening Skills 60

Performance Appraisal and Counseling Techniwues . 60

Human Aspect of Management 56

Working Effectively with Individuals and Groups . 55

Improving Decision Making of Managers * OOOOO 54

Effective Speaking OOOOOO 54

Tables 1 through 10 show the extent of the top managers' needs for each
subject listed, ranked according to the "Should Have" response. Also
included in the "Subordinates' Needs" column, are the subjects indicated by
top management as being needed by those they supervise,

TABLE 1

GENERAL MANAGEMENT

(Nm41)

"Shoy1d gAve"
"Should Have"

And "Could Use"
"Subordinates'

Needs"
Percent

Improving Decision Making of
Managers O OOOOOO 54

Overall St.:ategy and Goals . . 54

Long-range Planning and Fore-
casting for Corporate Growth 51

Industrial Organization and

Percent

88

82

75

Percent

54

31

24

Administration . OOOOO 50 t3 38

Effective Utilization of Man-
power Resources and Allocation 48 76 35

Management Reporting Systems . 46 74 33

Impact of Computer Technology. . 45 83 30

Policy Formation G 35 75 30

Impact of Science and Technology
on Business Management . . 33 73 10

Managing Major Change in
Organizations. OOOOO 33 69 18

Ethical Considerations in

Business 33 59 33

Management of Research and
Development OOOOOO 31 52 26

Impact of Government Legislation

and Controls on Business 21 59 8

Impact of Multinational Aspects
of Planning and Control . . 10 30 5



TABLE 2

BEHAVIORAL SCIENCE AND MANAGEMENT

(N=40)

"Should Have" "Subordinates'

Mould...412C and "Could Use" Weds"

Percent Percent Percent

Communication in the

Organization . e . . 4 60 93 68

Working Effectively with
Individuals and Groups . 53 86 55

Managerial Motivation. . 53 82 47

Human Aspect of Management . . 49 85 56

Creativity and Innovation. . 43 73 45

Political, Social, and Cultural
Trends and Their /mpact on

Business Management. . 8 34 8

TABLE 3

COMMUNICATIONS TECHNIQUES
(N=42)

"Should Have" "Subordinates'

abould.liame. and "Could Use" Needs"

Percent Percent Percent

Effective Speaking OOOOO 56

Listening Skills . 50

Effective Written Communications 50

Effective Reading Skills 45

TABLE 4

ECONOMICS
(N=40)

71 54

83 60

76 64

83 63

"Should Have"

"Should Hive" and "Could Use"

Percent Percent

Economic Trends . . 0 0 23

Comparative Economic Systems . . 13

5

58

"Subordinates'
Needs"
Percent

13

39 5



TABLE 5

QUANTITATIVE METHODS APPLIED TO BUSINESS AND INDUSTRY

(N=41)

"Should Have" "Subordinates'

"Should Have" ADA-112214-at:
Percent Percent Percent

Statistical Decision Theory . 37

Survey Course on Quantitative

Methods ....... 29

TABLE 6

74

66

INDUSTRIAL RELATIONS AND PERSONNEL MANAGEMENT

(N=41)

17

18

'should HAve"

"Should Have"
and "Could Use"

"Subordinates'
eeds"

Percent Percent Percent

Management Development 60 88 63

Performance Appraisal and

Counseling Techniques 58 93 60

Criteria and Selection of

Personnel 46 68 39

Incentives 0 33 66 8

Personnel Policy Affecting
Labor-Management Relations 30 63 30

Personnel Policy Alfecting Wage

and Salary Structure . . . 30 60 20

Personnel Policy Affecting

Employment Practices 25 53 28

TABLE 7

FINANCIAL MANAGEMENT
(N=40)

Managerial Atcounting and

"Should Have"

"Should Have"
And "Could Use"

"Subordinates'

Percent Percent Percent

Budgeting OOOOO 0 33 64 28

Capital Budgeting. $ 41. 26 52 28

Fundamentals of Finandial

Reporting and Statement

Analysis . . 25 63 23

Financial Planning and

Forecasting. 23 48 10
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TABLE 8

MANUFACTURING AND PRODUCTION
(N=40)

"Should Have"

Percent

Planning and Utilization of

"Should Have"

and "Could Use"
Percent

"Subordinates'
Needs"
Percent

Physical Facilities . . . 36 72 36

Operations Planning and Control. 23 51 23

Operations Research Applied to

Production . , OOOO . . 20 50 20

TABLE 9

MARKETING
(N=41)

"Should Have" "Subordinates'

"phouldlave" ond "Coyld yse" Needs"

Percent Percent Percent

Product Planning . 46 68 41

Pricing ...... OO 33 58 30

Marketing Research 25 50 18

Logistics Planning . . . . 18 39 8

TABLE 10

INTERNATIONAL MANAGEMENT
(N=40)

"Should Have" "Subordinates'

"Should jiave" and "could Use" Needs"

Percent Percent Percent

International Understanding . 15 40 8

International Economic Analysis. 5 21 3
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MIDDLE MANAGEMENT

/n the industrial category of Machinery (Except Electrical), 77 middle

managers from 15 companies completed the questionnaire. .Middle managers

were defined as "personnel assigned to executive duties in the area between

senior executives and supervisors."

Educptionpl Needs Within Areas of manizerlAty,
The six areas of the questionnaire answered by all middle managers were as

follows:

General Management (13 subjects)

Behavioral Science and Management (7 subjects)

Communication (7 subjects)

Economics (8 subjects)

Quantitative Methods Applied to Business and Industry (15 subjects)

Computer Operations and Data Processing (4 subjects)

Managers were asked to indicate which of the 54 courses listed in the ques-

tionnaire they "Should Have," "Could Use," or "Don't Really Need." They

were also asked to indicate the courses needed by those they supervise.

The following ccurses were rated "Should Have" by 50 percent or more of the

middle managers:

"Should Have"
Percent

Management Development
68

Working Efficiently with Individuals 67

Effective Communication in the Organization 58

Fifty percent or more of the middle managers thought that those they super-

vise needed the following courses:

"Subordinates'
Needs"
Percent

Supervisory Training and Employee Development . . . 54

Effective Communication in the Organization 50
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The following tables, 11 through 16, present the data on the six general

areas of managerial responsibility which were answered by all the middle

managers in the Machinery (Except Electrical) category.

TABLE 11

GENERAL MANAGEMENT
(Nn71)

"Should Have" "Subordinates'

Ilhouldjimell and "Could Use" Needs"

Percent Percent Percent

Management Development . . . . 68 96 38

Working Efficiently with

Individuals 67 93 49

Supervisory Training and
Employee Development 49 84 54

Performance Appraisal and
Counseling Techniques 45 87 37

Criteria and Selection of
Personnel for Promotion. . 43 85 23

Impact of Computer Technology . 32 62 18

Long-range Planning and Fore-
casting for Corporate Growth . 32 51 19

Analyzing Organizational

Behavior OOOOOOO 28 85 18

Effective Utilization of Man-
power Resources and Allocation 25 64 21

The Application of Information
Technology on Decision Making. 25 52 18

Impact of Science and Technology
on Business Management . . 20 71 21

Principles and Analysis of
Office Systems 20 54 15

Impact of Government Legislation
and Controls on Business 8 42 10

TABLE 12

BEHAVIORAL SCIENCE AND MANAGEMENT
(11=72)

"Should Have"

"Should Have"
AncL2gogiculle

Percent

"Subordinates'
Needs"

Percent Percent

Creativity and Innovation. . . . 46 84 40

Human Aspect of Management . . 36 83 31

Understanding Group /nteraction
and Behavior 31 73 20

Management Psychology 23 72 20

Social and Cultural Trends and
Their Impact on Business

Management. OOOOO 9 36 10

Industrial Sociology 8 43 15

Impact of Consumer Behavior on

Management . OOOOO 6 22 10
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TABLE 13

COMMUNICATION
(N=72)

Effective Communication in

"Should Have"

"Should Have"
Ana "Could Use"

"Subordinates'
Needs"

Percent Percent Percent

the Organization ..... . 58 90 50

Effective Report Writing . 49 77 39

Oral Presentation of Reports 47 86 43

Listening Skills . ..... 40 70 39

Effective Reading Skills . . 39 79 42

Conference Leadership. 39 75 23

Business Letter Writing 37 70 31

TABLE 14

ECONOMICS
(N=71)

"Should Have"

"Should Have"

and "Could Use"

"Subordinates'
Needs"

Percent

Economics of Production and

Percent Percent

Costs . .... 30 60 14

The Price Mechanism 24 56 12

Fundamentals of Economics. . 14 44 13

Economic Trends OOOOO 13 39 9

Economics of Technology and

Innovation OOOOO 11 43 8

International Economics 6 26 9

The Economic Systems of the

United States O OOOO 4 39 12

Comparative Economic Systems . . 3 18 7
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TABLE 13

COMMUNICATION
(N*72)

"Should Have" "Subordinates'

"4hou1dliave" and "Could Use" Needs"

Percent Percent Percent

Effective Communication in
the Organization OOOO 58 90 50

Effective Report Writing . . 49 77 39

Oral Presentation of Reports 47 86 43

Listening Skills ..... 40 70 39

Effective Reading Skills . . 39 79 42

Conference Leadership 39 75 23

Business Letter Writing . . 37 70 31

TABLE 14

ECONaMICS
(N*71)

"Should Have"

"Should Have"

and "Could Use"

"Subordinates'

Percent

Economics of Production and

Percent

...Needs"
Percent

Costs OOOOO 30 60 14

The Price Mechanism 24 56 12

Fundamentals of Economics 14 44 13

Economic Trends. OOOOO 13 39 9

Economics of Technology and

Innovation
11 43 8

International Economics 6 26 9

The Economic Systems of the

United States. 4 39 12

Comparative Economic Systems 3 18 7

10



TABLE 15

QUANTITATIVE METHODS APPLIED TO BUSINESS AND INDUSTRY

(N=72)

"Should Have"

"Should Have"

anst_10114_Dge
Percent

"Subordinates'

Needs"

Percent

Improving Decision Making of

Percent

Managers . OOOOOO . . I/
29 75 14

Applying Program Evaluation and

Review Techniques (PERT) . . 24 62 16

Inventory Management 23 62 18

Replacement Management . 21 61 11

Statistical Decision Theory. . . 21 51 9

Review of Basic Mathematics. . . 20 44 31

Statistical Procedures andMethods. 17 50 22

Linear Programming 17 37 9

Probability Theory . 12 41 19

Dynamic Programming 6 35 7

Matrix Algebra OOOOO 6 22 10

Calculus of Infinite Series. . . 6 16 13

Calculus of Finite Differences 6 15 13

Waiting Lines.. OOOOO 4 30 7

Analytic Geometry 4 20 17

TABLE 16

COMPUTER OPERATIONS AND DATA PROCESSING

(N=69)

"Should Have"

"Should Have"

and "could Use"

"Subordinates'
Needs"

Percent

Applying the Computer to
Problems of Business and

Percent Percent

Management 400004) 29 65 25

Data Systems and Processing. 29 60 21

Fundamentals of Programming for

Computer Operations 22 50 24

Mathematics for Digital Computes 10 34 19
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If the manager's area of major responsibility was not included in the

preceding six, he was asked to complete the one of seven additional areas

that most closely corresponded to his special field of work. These were:

Industrial Relations and Personnel Management (8 subjects)

Financial Management (6 subjects)

Manufacturing and Production (10 subjects)

Marketing (9 subjects)

Sales Management (5 subjects)

International Management (10 subjects)

Research and Development (5 subjects)

The following tables, 17 through 23, show the responses for these special

fields of work:

TABLE 17

INDUSTRIAL RELATIONS AND PERSONNEL MANAGEMENT

(N=30)

"Should Have" "Subordinates'

"Should pave" and "Could Use" Needs"

Percent Percent Percent

Management and Labor Relations 35 65 17

In-plant Training. ...... 33 54 21

Recruiting, Interviewing,
Selection, Assessment of

Personnel and Promotion. .

Job Analysis and Job Evaluation

Methods. ...... .
Industrial Safety and Medical

Services
Employee Benefit Plans

Salary and Wage Administration

Maintaining Efficient and Up-To-

Date Personnel Records . .

27

25

22

21

17

17

TABLE 18

FINANCIAL MANAGEMENT
(N=18)

64

63

44
42
60

43

13

4

13

4

4

4

"Should Have" "Subordinates'

abaliA_Hfile ARA_22914-012. ----Needs" --

Percent Percent Percent

Budgets 50 72 33

Fundamentals of Financial

Reporting and Statement

Analysis . 0 OOO ... 50 69 31

Managerial Accounting. 47 65 18

Financial Planning and
Forecasting.. OOOOOO 39 72 11

New Developments in Equipment

Replacement Policy 35 82 24

Taxes, .......... 25 50 19

12



TABLE 19

MANUFACTURING AND PRODUCTION
(N=46)

"Should Have"

"Should Have"

and "Could qse"

"Subordinates'
Weeds"

Percent

Production Planning and Control

Percent Percent

Management . 11 0 45 72 27

Value Analysis 44 77 31

Materials Handling 42 72 33

Methods Analysis and Work

Simplification OOOOO 42 70 30

Maintenance Planning and Control 40 65 23

Inventory Management 36 68 27

Engineering Economy 33 70 15

Quality Control OOOOO 33 64 29

Organization and Management of

Purchasing Operations 32 66 20

Automation 31 67 26

TABLE 20

MARKETING
(N=17)

"Should Uave"

"Should Have"
qnd "sou1 4 use"

"Subordinates'
Needs"

Percent Percent Percent

Fundamentals of Pricing 35 41 6

Marketing Management . , . . i ; 33 53 13

Fundamentals of Marketing . 31 56 6

Product Planning OOOOOO 29 70 18

Marketing Research i OOOO 19 63 6

Physical Distribution Methods. . 19 38 6

Packaging Design and Development 13 20 7

Application of Management
Science and Computers to

Marketing Problems 12 30 6

Brand Marketing OOOOOO 0 33 13
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TABLE 21

SALES MANAGEMENT
(N=15)

"Should Have" "Subordinates'

moulsuce And "Could Use" Needs"

Percent Percent Percent

Motivating Salesmen. . . 33 40 0

Selection and Evaluation of
Field Salesmen . 27 47 7

Supervision of Field Salesmen. 27 40 7

Training of Field Salesmen . . . 27 40 7

Compensation of Field Salesmen . 20 47 7

TABLE 22

INTERNATIONAL MANAGEMENT
(N°13)

"Should Have"

"Should Have"
A.d "Could Use"

"Subordinates'

Percent Percent

,Needs"
Percent

Monetary Exchange Problems 9 45 9

Appraising and Developing

Foreign Markets 9 45 9

Sources of Funds: Financing of

Day-to-Day Transactions 9 36 9

British Commonwealth, United
Nations, including Inter-
national Monetary Fund and
World Bank and Their Role in

Wbrld Trade . 9 27 9

Commercial Policy and Trade

Control . 8 31 8

International Law. 8 23 8

International Economic

Organizations OOOOO . 0 42 8

International Understanding, 0 33 8

United States Foreign Economic

Policy 0 27 9

International Economic Analysis. 0 25 8
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RESEARCH AND DEVELOPMENT
(N=16)

"Should Have"

"Should Have"

And "Couldyse"

"Subordinates'
preeds"

Percent

Planning Budgeting and Control

Percent Percent

of Projects. **** . 50 81 6

Evaluation of the Research and

Development Programs ki 31 75 6

Guidelines for Selecting and
Appraising New Projects. . . . 31 62 0

Building Research and Develop-

ment Teams . OOOOO 19 50 0

Supervision and Management of

Research Services 13 51 0

Background Info;mation of Middle Managers

Personal, Educational, and Professional Background

Thirty-five percent (N=27) of the 77 middle managers were 40 years

of age or younger. This means that they have at least 25 more years

of productive employment. Ninety-three percent (N=71) had completed

high school, 48 percent (N=37) had the bachelor's degree, and five

percent (N=4) had the master's degree. No one had the doctorate.

Sixteen percent (N=12) went to business school and 14 percent (N=11)

went to trade school. The major fields of study for the undergraduate

and graduate degrees are given below:

TABLE 24

MAJOR FIELDS OF STUDY OF COLLEGE GRADUATES

Number
Bochelor's

Number
Master's

Agriculture 2 0

Business Administration 7 1

Engineering . 1 0 22 1

Law OOOOO OOOOO . 0 1

Liberal Arts. 0 4 1

-Psychology. . . . . , . . OOOOO a 1 0

Other (not specified) 1 0

Total It OOOOO 0 37 4

15



The major areas of work for the middle managers in the Machinery

(nmept Electrical) industry are shown below:

TABLE 25

MAJOR AREAS OF WORK

Number
Managers

Percent

Wagers

Administration
14 18

Engineering 4
11 15

Finance . II 6 8

Industrial Relations
3 4

Maintenance
3 4

Manufacturing
18 24

Marketing and Sales OOOOOO 6 8

Production Control -- Records OOOOO 5 7

Purchasing and Procurement 6 8

Research and Development 1 1

Other (not specified) 2 3

Total
75 100

Methods of Updating

Sixty-two percent (N=47) of the middle managers would take a credit

course and 75 percent (N=56) would take a non-credit :::ourse if they

were offered locally.

One manager was enrolled for the master's degree. One was planning

to enroll for the bachelor's degree and five for the master's. Five

of those enrolled or planning to enroll wanted to study business

administration and two engineering.

Seventy-seven percent had no plans for further degree work and their

reasons are given below:

TABLE 26

REASONS FOR NOT UNDERTAKING ADDITIONAL FORMAL EDUCATION

Number
WAgers,

Percent
Managers

Don't have the time 20 34

Live too far from educational center. . . . 16 27

Not a high school graduate 5 8

Job demands no more education: OOOO 4 7

Cannot afford it. OOOOOOOO . 4 7

Not interested OOOOOOOOO 4 7

Can do better on my own OOO . 00 1 2

Other (not specified) A OOOOO 5 8

Total. 00 OOOOOOO 59 100
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The variety of educational methods used by middle managers for

updating within the past four years is shown below:

TABLE 27

EDUCATIONAL METHODS USED FOR UPDATING WITHIN THE PAST FOUR YEARS

(N=77)

Number Percent

Managers Namara

Workshops or seminars on managerial topics. 39 51

Attendance at regional or national

meetings of professional societies 37 48

Managerial development within company . . . 23 30

Company in-service training courses 20 26

Correspondence courses
16 21

Short refresher courses at colleges or

universities
12 16

Workshops or seminars in liberal arts or

humanities
6 8

Television courses
3 4

High school courses
2 3

Many sources of information were used by the middle managers to

keep up with new developments. Table 28 lists these sources.

TABLE 28

SOURCES OF INFORMATION USED rN UPDATING

(N=74)

Percent

Discussion with company personnel

%
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(informal or formal) 59 32 8 0 1

Subordinate-superior discussions or

meetings 46 42 7 4 1

In-plant reports and bulletins . 43 38 8 3 8

MAnufacturer's literature 28 52 14 5 1

Scientific and technical journals. 20 45 27 5 3

Technical books, reports, abstracts

and indexes 15 52 26 4 3

Management journals. . . . . ,,, . 15 51 26 5 3

Business reports . . 15 44 32 10 0

Lectures, conferences, workshops

and seminars . OOOOOOO , 14 43 26 10 6

Professional society meetings . 14 38 24 18 6

Company in-service cocirses 8 23 14 20 35

Use of consultants 4 OOOOO 3 13 46 33 6

College and university evening

courses 3 9 12 49 27

College and university day courses 0 1 6 87 6
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Middle managers responded to a listing of seven educational media,

other than classroom instruction, through which they would take

courses. Their replies follow:

TABLE 29

PREFERENCE FOR MEDIA OF COURSE PRESENTATION
(N=77)

Number
Managers

Percent

Managers

Correspondence courses. OOOOOOO 34 44

Programmed instruction 32 42

Educational television 27 35

Courses recorded on records 14 18

Courses recorded on tapes 13 17

Two-way telephone courses 7 9

Two-way radio courses 4 5

Other (not specified) 1 1

Company Attitudes Toward Education

Of the 76 managers responding to a question on the attitude of their

immediate euperior toward continuin3 th,./ir education, 49 percent

(N=37) said the superior encouraged them and 50 percent (N=38) said

the superior was noncommittal. One percent (N=1) said the superior

ascouraged him.

Middle managers reported their perception of company attitudes toward

participation in professional and educational activities.

TABLE 30

MANAGERS' PERCEPTION OF COMPANY POLICY

TOWARD

Attend company training

PROFESSIONAL DEVELOPMENT

(N=74)

Encouraga Noncommittal Discourages Do Not Know

Percent Percent Percent Percent

courses 71 9 0 20

Attend professional
meetings 66 22 5 7

Enroll for advanced work 59 32 1 8

Hold office in profession-

cl societies , . . 55 26 1 18

Attend seminars or work-

shops away from the

company 53 31 5 11

Write technical and
professional papers. . 45 29 0 26

Educational leave of

absenceO OOOOO 11 30 16 43
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Fifty percent of the middle managers indicated that they were

employed by companies which provided in-service training, 46 percent

were not, and four percent did not know. Twenty-two percent said

the training was entirely on company time, 46 percent said it was

partly on company time, 19 percent said it was not on company time,

and 13 percent did not know.

Eighty-one percent reported that their company had an educational

assistance plan. Fourteen percent said it did not and five percent

did not know. Seventy-three percent said the course had to be job-

related in order to qualify for financial assistance.

The proportion of tuition paid by the company, as indicated by the

59 managers who responded to this question, follows:

TABLE 31

PROPORTION OF TUITION PAID

Number
managers

All or almost all 21

About 3/4 8

About 2/3 0

About 1/2 25

About 1/3 2

Less than 1/3 0

Don't know 3

Total 59

The following table shows the maximum amount of tuition paid per

year by the companies for which the middle managers work:

TABLE 32

More than $300

MAXIMUM AMOUNT OF TUITION
PAID PER YEAR

Number
anagers

13

251 - 300 1

201 - 250 1

151 - 200 1

101 - 150 0

51 100 . . .......... . . 5

50 or less 1

Don't know 35

Total. ..... . 57



When asked about the effect of available company educational assis-

tance in motivating them to undertake further education, 25 percent

of the middle managers said it had strongly encouraged them, 25

percent said it had partially influenced them, and 50 percent said

it had no effect. There is an inconsistency here: while 50 percent

said the availability of financial aid motivated them to some extent,

only one person was actually enrolled and six were planning to enroll.

However, some who had completed their educational objectives may have

been so motivated at the time they were enrolled.

FIRST-LINE SUPERVISION

In the industrial category of Machinery (Except Electrical), 112 first-line

supervisors from 15 companies completed the questionnaire. First-line super-

visors were defined as "those whose major activities have to do with super-

visory and foreman activities." The supervisors responded to a listing of

16 course titles in the area of supervisory responsibility. They provided

information on their personal, educational, and professional baAground,

methods of updating, and company attitudes toward education.

Educttional Needs

The 112 first-line supervisors in the category of Machinery (Except Electrical)

were asked to indicate which of the 16 courses listed in the questionnaire

they "Should Have," "Could Use," or "Don't ReaW Need." The following

courses were rated "Should Have" by 50 percent or more of the supervisors.

"Should Hayel
Percent

Fundamentals of the Supervisor's Job ***** 69

LeadershipOOOOO OOOOOOOOOOOOO 62

Human Aspect of Management O OOOOOO . 61

The Tools and Techniques of Effective Supervision 60

Decision Making 58

Supervisor's Role in Employee Discipline 55

Comnunications 54

Inter-Departmcntal Cooperation 51

Safety OOOOOOOO . . 51

Evaluation of Employee Performance OOOOOO 50

Supervisor's Role in Company Economics. . 50

Table 33 gives the "Should Have" and the combined "Should Have" and "Could

Use" needs for the entire listing of 16 courses, according to four groupings.
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TABLE 33

FIRST-LINE SUPERVISION TRAINING NEEDS

(N=111)

Principles of Supervision

"Should Have"

"Should Have"
and "Could Use"

No. 7. No.

Fundamentals of the Supervisor's Job . . . 74 69 98 91

The Tools and Techniques of Effective

Supervision 67 60 98 88

Decision Making 63 58 97 OJno

Supervisor's Role in Employee Discipline . . 60 55 88 81

Inter-Departmental Cooperation 55 51 95 88

Supervisor's Role in Company Economics . . 54 50 89 82

Employee Traiping and Evaluption

Safety 56 51 86 78

Evaluation of Employee Performance 55 50 91 83

Employee TrainingOOOOO 4 OOOOO 53 49 86 80

The Supervisor and the ktion

Grievance Procedure and Arbitration 51 47 82 76

Labor Relations
1s7 44 78 73

Labor Relations Legislation 20 19 54 50

Developing Those We Supervise

Leadership 67 62 96 89

Human Aspect of Management 66 61 JOWI 90

Communications 58 54 93 86

Developing the Work Team 49 45 92 84

Bac.harouncinformati.sors
Personal, Educational, and Professional Background

Thirty-eight percent (N=42) of the first-line supervisurs were 40

years of age or younger. Seventy-six percent (N=84) were high school

graduates, 17 percent (N=19) had the bachelor's degree, and one per-

cent (N=1) had the master's degree; no one had the doctorate. Four

percent (N=4) had gone to business school and 15 percent (N=17) to

trade school. The major fields of study for a degree are indicated

in the following table:
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TABLE 34

MAJOR FIELDS OF STUDY OF COLLEGE GRADUATES

Number
3ache1or's

Number
Master's

Business Administration,,, 5 1

Education , OOOOO . OOOOO 000 1 0

Engineering 8 0

Liberal Arts 2 0

Psychology 1 0

Other (not specified) 2 0

Total S 19 1

Below is a listing of the major areas of work for the first-line

supervisors in the Machinery (Except Electrical) industry:

TABLE 35

MAJOR AREAS OF WORK

Number
Supervisors

Percent

alpervisors

Administration 5 5

Engineering . OOOOOOO 8 7

Finauce OOOOO OOOOO /I 3 3

Industrial Relations 5 5

Maintenance 3 3

Manufacturing OOOOOOO 69 62

Marketing and Sales 5 5

Production Control - Records 3 3

Research and Development 1 1

Service (yard and labor personnel,

etc.) OOOOO . OOOOO . 1 1

Traffic and Transportation. . . . . 2 2

Other (not specified) 3 3

Total. OOOOOO 108 100

Methods of Updating

Forty-eight percent (N=52) of the first-line supervisors would take

a credit course and 70 percent (N=73) would take a non-credit course

if they were offered locally.



Two of the supervisors were currently enrolled for the associate

degree and one for the bachelor's. Ten planned to enroll: four

for the associate degree, two for the bachelor's, and four for the

master's. Major fields of study for those enrolled or planning to

enroll were: six in business administration, five in engineering

and one in education.

For the 37 supervisors who did not have plans for further formal

education, the following reasons were indicated:

TABLE 36

REASONS FOR NOT UNDERTAKING ADDITIONAL FORMAL EDUCATION

Number

Supervisor,

Percent

amervisors

Don't have the time 18 22

Not a high school graduate 16 18

Cannot afford it 16 18

Job demands no more education 12 14

Not interested 3 9

Live too far from educational center. . 6 7

Can do better on my own . 4 OOOOO 3 3

Other (not specified) 8 9

Total 87 100

First-line supervisors had used a variety of educational methods for

updating within the past four years.

TABLE 37

EDUCATIONAL METHODS USED FOR UPDATING WITHIN THE PAST FOUR YEARS

(N=112)

Number
Sunepyisors

Percent

Supervfsors

Company in-service training courses 56 50

Minagerial development within company 41 37

Workshops or seminars on managerial

topics 31 28

Correspondence courses 22 20

Attendance at regional or national

meetings of professional societies. 21 19

Short refresher courses at colleges

or universities 13 12

Workshops or seminars in liberal arts

or humanities OOOOOOO . 7 6

Television courses OO 2 2

High school courses to improve job

performance 1

0 3



The sources of information used by first-line supervisors in keeping

up to date with new developments are shown in the following table:

TABLE 38

SOURCES OF INFORMATION USED IN UPDATING

(N=103)

Percent
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In-plant reports and bulletins . 59 33 2 3 3

Discussion with company personnel

(informal or formal) 55 39 4 2 0

Subordinate-superior discussions

or meetings 38 49 9 4 0

Manufacturer's literature 22 48 18 8 4

Company in-service courses . . . , 18 30 11 17 24

Management journals 15 40 20 18 7

Technical books, reports, abstracts,

and indexes 14 2:' 27 27 3

Lectures, conferences, workshops,

and seminars 12 32 23 17 16

Scientific and technical journals. 10 29 21 39 1

College and university evening

courses 7 7 9 64 13

Business reports 6 14 28 31 1

Professional society meetings. . . 6 17 21 53 3

Use of consultants 5 16 14 61 4

College and university day courses 0 2 2 88 8

First-line supervisors checked a listing of seven educational media,

which did not include formal classroom instruction, to show their

preference for media of course presentation. (Table 39)
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TABLE 39

PREFERENCE FOR MEDIA OF COURSE PRESENTATION

(N=112)

Number
Superyisors

Percent

Supervisors

Correspondence courses 53 47

Programmed instruction 52 46

Educational television 22 20

Courses recorded on records 11 10

Courses recorded on tapes 10 9

Two-way telephone courses 2 2

Two-way radio courses 2 2

Other (not specified) 2 2

Company Attitudes Toward Education

A total of 109 first-line supervisors responded to a question on the

attitude of their inmediate superior toward continuing their education.

Fifty-three percent (N=58) said the superior encouraged them; 47 per-

cent (N=51) said he was noncommittal; and no one said he discouraged

him

The attitude of the company as perceived by first-line supervisors

toward participation in educational and professional activities is

reported in the following table. The high percent who did not know

company policy indicates either a lack of policy or a lack of commu-

nication.

0
TABLE 40

SUPERVISORS' PERCEPTION OF COMPANY

POLICY TOWARD PROFESSIONAL DEVELOPMENT

(N=100)

Attend company training

Encouages Noncommittal Discourages Do Not Know

Percent Percent Percent Percent

courses 88 6 0 6

Attend professional

meetings . . .
70 11 3 16

Enroll for advanced work 63 16 0 21

Hold office in profes-

sional societies 59 16 0 25

Attend seminars or work-

shops away from the

company 59 12 2 27

Write technical and
professional papers. . 45 10 1 44

Educational leave of

absence 13 8 5 74
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Sixty-five percent of the supervisors indicated that they were

employed by companies which provided in-service training; 29 percent

said their company did not provide it and six percent did not know.

Forty-five percent said the training was completely on company time,

27 percent said it was partly on company time, 12 percent said it was

entirely on the men's own time, and 16 percent did not know.

Seventy-four percent reported that their company had an educational

assistance plan; 21 percent said it did not, and five percent did

not know. Sixty-five percent said the course must be job-related in

order to qualify for educational assistance.

The proportion of tuition paid by the company, as indicated by the

75 supervisors who answered this question, is shown in the table

below:

TABLE 41

PROPORTION OF TUITION PAID

Number
Supervisors

All or almost all 23

About 3/4 4

About 2/3 2

About 1/2 37

About 1/3 0

Less than 1/3 0

Don't know 9

Total 75

Table 42 shows the maximum amount of tuition paid per year by the

companies employing the first-line supervisors.

TABLE 42

MAXIMUM AMOUNT OF TUITION
PAU PER YEAR

Number

gmautilara

More than $300 16

251 - 300 0

201 - 250 0

151 - 200 0

101 - 150 1

51 100 1

50 or less 0

Don't know 55

Total ...... . ......... 73
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When asked what the effect of available financial assistance was on

their motivation to undertake further education, 28 percent of the

supervisors said it strongly encouraged them, 36 percent said it

partially influenced them, and 36 percent said it had no effect.

The seeming inconsistency that was noted for the middle managers

applies to the supervisors: while 64 percent said that the avail-

ability of financial aid had motivated them to some extent to

undertake additional education, only three of the 112 respondents

were actually enrolled and ten were planning to enroll.

COMPARISON OF NEEDS OF MANAGERS AND SUPERVISORS TN THE MACHINERY (EXCEPT

ELECTRICAL) INDUSTRY WITH THOSE OF MANAGERS AND SUPERVISORS IN THE TOTAL

REPORT

The educational needs of managers and supervisors in the industrial category

of Machinery (Except Electrical) were compared with needs of those in

business and industry as seen in the total report, "Managerial and Super-

visory Educational Needs of Business and Industry in Pennsylvania." Where

the indicated needs were 50 percent or more, managers and supervisors in

this category had educational needs similar to those of the group as a whole.

an_nmaamant

Of the 48 subjects listed, the following were indicated as "Should Have"

needs by 50 percent or more of the top managers;

flhaalLaatt:
Percent

Machinery
(Except

Electrical)

Total
Report

N=42 N=705

Communication in the Organization 60 59

Management Development 60 53

Performance Appraisal and Counseling Techniques 58 *

Effective Speaking 56 50

Overall Strategy and Goals 54 50

Improving Decision Making of Managers 000000 54 *

Working Effectively with Individuals and Groups. . . 53 *

Managerial Motivation 53 *

Long-range Planning and Forecasting for Corporate

Growth 51 50

Effective Written Communications 50 50

Industrial Organization and Administration 50 *

Listening Skills 50 *

* Less than 50 percent-
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Fifty percent or more of the top managers thought that those they supervise

needed the following subjects:

"Subordinates'
Needs"
Percent

Machinery
(Except

Electrical)

Total

BILIUL
N=705N=42

Communication in the Organization. ... .. g 68 65

Effective Written Communications OOOOOOO 64 74

Effective Reading Skills 63 62

MAnagement Development O . OOOOOOO 63 56

Listening Skills . OOOOOOOOOOOO . 60 62

Performance Appraisal and Counseling Techniques 60 57

Human Aspect of Management 56 54

Working Effectively with Individuals and Groups. . . 55 66

Effective Speaking . OOOOOOOOOO 54 67

Improving Decision Making of Managers 54 54

Middle Management

Of the 54 subjects listed, 50 percent or more of the middle managers in

Machinery (Except. Electrical) and in the total report indicated a "Should

Have" need for the following:

Management Development
Working Efficiently with Individuals
Effective Communication in the Organization. . . . . .

Supervisory Training and Employee Development.

* Less than 50 percent

28

"ghould nave"

Percent

Machinery
(Except

Electrical)

N=77

68

67

58

Total

R1201
N=1,202

66

65

64

53



Subjects which 50 percent or more of the middle managers thought represented

educational needs of those they eupervise were:

"Subordinates'
Needs"

Percent

Machinery
(Except

Electrical)

Total
Retort

N=77 N=1,202

Supervisory Training and Employee Development . . 54 61

Effective Communication in the Organization 50 56

Working Efficiently with Individuals . . . * 62

Listening Skills * 50

* Less than 50 percent

First-Line Supervision

Fifty percent or more of the first-line supervisors said they "Should Have"

the following of a listing of 16 subjects:

"Should Have"
Percent

Machinery
(Except Total

Electrical) Report

N=112 N=1,713

Fundamentals of the Supervisor's Job 69 64

Leadership 62 57

Human Aspect of Management 61 53

The Tools and Techniques of Effective Supervision. . . 60 55

Decision Making 58 54

Supervisor's role in Employee Discipline 55 *

Communications 54 51

Inter-Departmental Cooperation 51 *

Safety 51 *

Evaluation of Employee Performance 50 *

Supervisor's Role in Company Economics OOOOOO . 50 *

* Less than 50 percent
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RECOMMaIDATIONS

For the total report, "Managerial and Supervisory Educational Needs of

Business and Industry in Pennsylvania," the following recommendations were

made:

Egot_Iht_DnilittILLY.

1. The need for additional training in the area of communications---

such subjects as report writing, effective speaking, conference

leadership -- was strong for all three levels of management and

also for those supervised by top and middle management. The

Univeroity should expand its programs in this field and make them

available at locations convenient to business and industry.

2. Management development was much needed by both top and middle

management and those they supervise. While historically the

University has been a leader in this field, its efforts should be

intensified.

3. Middle management expressed a high need for themselves and for those

they supervise in human relations. The number of programs in this

field ahould be increased at the local level by the University.

4. To meet the significant educational needs presented quantitatively

by thin study, the University should expand its offerings of courses,

seminars, workshops and institutes for all three levels of manage-

ment, and make them available at convenient locations.

5, When classroom instruction was excluded, the largest number of middle

managers and first-line supervisors said they would take courses by

programmed instruction, correspondence, and educational television.

Consideration should be given to offering more courses using these

three media to help meet the self-perceived educational needs of

managers and supervisors.

for _Business and...Industry

1. Information on company policies toward participation in educational

activities should be much more widely disseminated among middle

managers and first-line supervisors. A large percentage do not know

the policy of their company.

2. Companies should encourage their employees to take advantage of

financial aid which is available for education.

3. The fact that a large number of management personnel felt their

superiors' attitude toward their further education was noncommittal
makes it necessary for the company to take steps to remedy this

condition.
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4. Companies should help their managers to realize and meet the needs
presented by the increasing complexity of modern business and

industry. A number of the subjects which appear to be an intregal
part of modern management were not perceived as needed by the managers

and supervisors who took part in this study.

5. Since the participants felt that the most frequent method of obtaining

new information for updating was through discussion with company

personnel, the company should be aware of the great potential of this

means of dissemination of information.

6. Since about four out of ten managers are employed ir ,ompanies which

do not have in-service educational programs, consideration should be

given to the development of additional in-service programs.

7. Companies ahould find ways of motivating their employees to avoid
obsolescence in a rapidly changing, competitive business world.

8. Greater crnsideration should be given to the use of all available

educational media, such as programmed instruction, correspondence
courses, educational television, and attendance at professional

meetings and workshops.

or the Individual Manazer and Su ervisor

1. The individual should take the initiative in selecting the most
appropriate media to help him grow with the job and meet the

challenges of the future.

2. He should be aware of available financial assistance plans and
other educational activities provided by his company which may

aid him in meeting his educational objectives.

7or Professional Associations

1. Professional associations should assist the companies in encouraging

more educational activities by sponsoring workshops and meetings,

subsidizing training activities, and aid in the dissemination of

information to prevent technological and managerial obsolescence.

31



PUBLICATIONS OF THE DEPARTMENT OF PLANNING STUDIES

"Educational Needs of Managers and Supervisors in Cities, Boroughs, and

Townships in Pennsylvania" 1968 ($2.00)

"Managerial and Supervisory Educational Feeds of Business and Industry

in Pennsylvania" 1967 ($5.0C)

"Survey Report of Managerial and Supervisory Educational Needs of Business

and Industry in Pennsylvania" 1967 ($1.00)

Specific Reports by Industrial Category from "Managerial and Supervisory
Educational Needs of Business and Industry in Pennsylvania" ($1.0C each):

M-63 Banks

14-64 Chemical, Rubber, and Plastic Products

14-65 Construction
14-66 Department Stores

14-67 Electrical Machinery

14-68 Fabricated Metal Products

14-69 Food and Kindred Products
14-70 Insurance
M-71 Machinery (Except Electrical)
14-72 Petroleum Refining

14-73 Primary Metals

14-74 Professional, Scientific, and Controlling Instruments

14-75 Railroads
14-76 Stone, Clay, and Glass Products

14-77 Telephone and Telegraph

14-78 Transportation
14-79 Transportation Equipment

14-80 Gas and Electric Utilities
14-81 Apparel, Textiles, and Leather

"Research Report of Continuing Professional Education for Engineers in

Pennsylvania" 1965 ($5.00)

"Survey Report of Continuing Professional Education for Engineers in

Pennsylvania" 1965 ($3.5C)

Fifty-three specific reports from "Research Report of Continuing
Professional Education for Engineers in Pennsylvania," in such categories

as engineering fields, industrial categories, plant size, and geographic

areas ($2.50 each):

Engineering Fields:

E-1 Chemical

E-2 Civil

E-3 Electrical-Electronics

E-4 Electrical-Power

E-5 Engineering-General
E-6 Industrial

E-7 Mechanical
E-8 Metallurgical
E-9 Mining



Industrial Groups:

E-10 Aircraft, Motors, and Parts
E-11 Chemical and Allied
E-12 Electrical Machinery and Equipment
E-13 Machinery
E-14 Mining
E-15 Paper and Allied
E-16 'Petroleum R:Jining
E-17 Primary Metals
E-18 Professional, Scientific, and Controlling Instruments
E-19 Research and Consulting Laboratories
E-20 Transportation
E-21 Electric Utilities
E-22 Gas Utilities
E-23 Telephone and Telegraph
E-24 Water Utilities
E-53 Construction
E-25 State Government Employees

"The Determination and Measurement of Supervisory Training Needs of Hospital
Personnel -- A'Survey of Pennsylvania Hospitals" 1965 ($2.25)

Specific Reports by Hospital Departments from "The Determination and
Measurement of Supervisory Training Needs of Hospital Personnel -- A
Survey of Pennsylvania Hospitals" ($.75 each).:

Continuing Professional Educational Needs of:

11-54 Hospital Administrators.
11-55 Nursing Service and Nursing Education
11-56 Supervisory Personnel in the Dietary Devrtment
11-57 Supervisory Personnel in the Engineering and Maintenance

Department
11-58 Supervisory Personnel in the Business Office and Purchasing

Department
11-59 Supervisory Personnel in the Medical Records Department
11-60 Supervisory Personnel in the Institutional Care Departments
11-61 Personnel Directors

11-62 Supervisory Personnel in the Clinical and Radiology Labora-
tories

The above publications may be
purchased from:

Continuing Education Business Office
J. Orvis Keller Building
The Pennsylvania State University
University Park, Pennsylvania 16802

Information about the above publications
may be secured from:

Department of Planning Studies
One Shields Building
The Pennsylvania State University
University Park, Pennsylvania 16CC2
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MANAGERIAL AND SUPERVISORY EDUCATIONAL NEEDS

IN THE PETROLEUM REPINING INDUSTRY IN PENNSYLVANIA

INTRODUCTION

The education and training of managers is a major problem of business and

industry today. There are a number of conditions facing business and

industry which indicate the need for this study. Among them are:

1. There is a significant increase in managerial positions and a

resulting increase in the need for managerial education and training.

Managerial positions are increasing faster than the increase in the

total work force, Education is needed to keep up to date and prevent

obsolescence, and must be a continuing process.

2. The rapid growth of managerial knowledge has increased the importance

of disseminating and applying such information.

3. 'Greater emphasis is being placed on leadership and motivation in

developing competence and resourcefulness.

4, There is a need for greater emphasis on long-range planning.

5. Companies must operate in increasingly complex and competitive en-

vironments. New skills and abilities are needed for new types of

work, and in today's highly competitive market improved efficiency

becomes more important.

6. Greater emphasis is being placed on international management. The

international aspects of business will become more important for

more companies in the future, as a greater proportion of sales and

profits of many domestic firms comes from abroad.

7. Scientific research and development are necessities for business

growth. The manager must know how to make use of the results of

research.

8. Computer operations and data processing are expanding. Computer

techniques are far in advance of their application by managers.

Continuing Education has undertaken a study of this problem because of the

responsibility of The Pennsylvania State University to the citizens of the

Commonwealth in determining educational needs and in cooperation with other

educational institutions to provide education to meet such needs.

1



SURVEY PROCEDURES

This report is a specific segment of a larger study,* and is based on re-

sponses from 81 managers and supervisors from six companies in the Petroleum

Refining industry in Pennsylvania. The survey utilized three questionnaire

forms, one for each level of management: top management, middle management,

and first-line supervision. Each questionnaire listed courses in a number

of managerial areas pertinent to managerial personnel. The respondents

checked one of three choices: "Should Have," "Could Use," and "Don't Really

Need." Top and middle management were asked to indicate the courses that

represented educational needs of those they supervise in addition to their

own needs; this was not asked of first-line supervision. Middle management

and first-line supervision provided information on their educational back-

ground, methods of updating, and company attitudes toward education; this

was not asked of top management.

SUMMARY

222.11AnAZIMEnt

Of 48 courses listed 11 were checked by 50 percent or more of top managers

as "Should Have." (Page 3)

For those they supervise, 50 percent or more of top managers said four courses

were needed. (Page 4)

Middle Marmemeut

Fifty percent or more of the middle managers expressed a "Should Have" need

for six courses in the areas of general management and communication, out

of 54 courses listed in six areas. (Page 8)

Those supervised by middle management were thought by 50 percent or more of

the managers to need nine of the listed courses. (Page 8)

The educational level was quite high, with 64 peicent having the bachelor's

degree. Middle managers had used many methods of instruction and sources

of information for updating, and reported general favorable attitudes

toward education on the part of their companies. (Pages 15-18)

A=MINWEIIMINEMMINII

* Dubin, S.S., Alderman, E., and Marlow, H.L., "Managerial and Supervisory

Educational Needs of Business and Industry in Pennsylvania," The Pennsyl-

vania State University, 1967. A total of 3,620 managers at three levels

in 250 companies took part in the survey: 705 top managers, 1,202 middle

managers, and 1,713 first-line supervisors. TWenty-two industrial cate-

gories and eight sizes of companies were represented in the study.
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First-Line supervision,

Fifty percent or more of the first-line supervisors reported a "Should Have"
need for two out of 16 courses. (Page 20)

Eleven percent of the supervisors had the bachelor's degree. They had used

a variety of methods for updating and many sources of information, and
thought their companies had a favorable attitude toward continuing education.
(Pages 21-25)

TOP MANAGEMENT

In the industrial category of Petroleum Refining, 14 top managers from six
companies completed the questionnaire. Top managers were defined as "senior
executives who direct an enterprise as a whole or who head the major divi-
sions."

Es c tio eed W th re S 0 1 e,ons bilit

The questionnaire for top management consisted of 48 suggested courses on
management sajects. These were in the areas of:

General Management (14 subjects)

Behavioral Science and Management (6 subjects)

Communications Techniques (4 subjects)

Economics (2 subjects)

Quantitative Methods Applied to Business and Industry (2 subjects)

Industrial Relations and Personnel Management (7 subjects)

Financial Management (4 subjects)

Manufacturing and Production (3 subjects)

Marketing (4 subjects)

International Management (2 subjects)

The courses for which top management indicated a "Should Have" need of 50
percent or more were:

Management Development. OOOOO .
Human Aspect of Management
:impact of Science and Technology on Business Mana-

gement.

"Should Have"

Percent

67

62

62
Effective Utilization of Manpower Resources and
Allocation 58

Improving Deftision Making of Managers OOOOO 58

Effective Speaking 54

Management Reporting SystemsOOOOO . 54

Performance Appraisal and Counseling Techniques . 54

Communication in the Organization OOOOO 50

Managerial Motivation . . . 50

Working Effectively with Individuals and Groups . . 50

3



Fifty percent or more of the top managers indicated that those they supervise

needed the following courses:

"Subordinates'
Needs"

Percent

Management Development 58

Effective Written Communications . 54

Impact of Science and Technology on Business

Management 54

Communication in the Organization 50

Tables 1 through 10 show the extent of the top managers' needs for each

subject listed, ranked according to the "Should Have" response. Also

included,in the "Subordinates' Needs" column, are the subjects indicated by

top management as being needed by those they supervise.

TABLE 1

GENERAL MANAGENENT
(N=I4)

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'

Needs"

Percent

Impact of Science and Technology

Percent Percent

on Business Management 62 93 54

Improving Decision Making of

Managers. OOOOOO . 58 100 25

Effective Utilization of
Manpower Resources and

Allocation 58 83 42

Management Reporting Systems . 54 77 38

Industrial Organization and

Administration 46 92 31

Long-range Planning and Fore-
casting for Corporate Growth . 46 92 23

Policy Formation 46 77 8

Impact of Computer Technology. 43 79 36

Overall Strategy and Goals 38 76 38

Ethical Considerations in

Business 38 61 23

Mhnaging Major Change in
Organizations 23 77 15

Management of Research and

Development 18 54 18

Impact of Multinational Aspects
of Planning and Control. . 9 27

Impact of Government Legislation
and Controls on Business 8 62 15
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TABLE 2

BEHAVIORAL SCIENCE AND MANAGEMENT
(N=14)

"Silould Have"

"Should Have"
AncLazigatc

Percent

"Subordinates'
Needs"

Percent Percent

Human Aspect of Management . . 62 85 17

Communication in the

Organization 50 86 50

Working Effectively with
Individuals and Groups . . . 50 83 42

Managerial Maivation. . . . . . 50 75 31

Creativity and Innovation. . . . 42 75 42

Political, Social, and Cultural
Trends and Their Impact on
Business Management.... 8 50 8

TABLE 3

COMMUNICATIONS TECHNIQUES
(N=13)

"Should Have" "Subordinates'

"Should HEIve" and "Could Ilse" Needs"

Percent Percent Percent

Effective Speaking . . . . . . . 54 92 46

Effective Written Communications 46 100 54

Effective Reading Skills . . . 46 100 46

Listening Skills . . 46 77 38

TABLE 4

ECONOMICS

(N=13)

"Should Have" "Subordinates'

"Should Have" and "Could Use" Needs"

Percent Percent Percent

Economic Trends. 15 69 8

Comparative Economic Systems 8 46 8

5



TABLE 5

QUANTITATIVE METHODS APPLIED TO BUS/NESS AND INDUSTRY

(N=14)

"Should Have" "Subordinates'

"4!lould pave" apd "Copld Use" ...Neede....
Percent Percent Percent

Statistical Decision Theory. . . 36 65 29

Survey Course on Quantitative
Methods##### . . 25 50 17

TABLE 6

INDUSTRIAL RELATIONS AND PERSONNEL MANAGEMENT
(N=13)

"Should Jaye"

"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent

Mhnagement Development . . . . 67

Performance Appraisal and

Percent

100

Percent

58

Counseling Techniques 54 85 30

Personnel Policy Affecting
Wage and Salary Structure. . 46 77 23

Incentives ***** ... 42 84 17

Criteria and Selection of

Personnel 0 0 . 38 84 31

Personnel Policy Affecting
Labor-Management Relations , . 31 69 31

Personnel Policy Affecting
Employment Practices . . 31 69 23

TABLE 7

FINANCIAL MANAGEMENT
(N=13)

Managerial Accounting and

"plotillBave"
"Should Have"

and "Could Use"
"Subordinates'

Percent Percent

...Needs"
Percent

Budgeting, 46 61 23

Fundamentals of Financial
Reporting and Statement
Analysis . . 0 to 42 50 25

Capital Budgeting. . . 33 66 25

Financial Planning and

Forecasting.. OOOOO . 33 66 17
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TABLE 8

MANUFACTURING AND PRODUCTION
(N=13)

"Should Have" "Subordinates'

"Should Um: gnd "Cou1,51 Use" Needs"

Percent Percent Percent

Planning and Utilization of

Physical Facilities 46 69 23

Operations Planning and Control 31 62 23

Operations Research Applied to

Production 9 64 9

TABLE 9

MARKETING
(N=12)

"Should Have" "Subordinates'

"Should Have" and "Could Use" Needs"

Percent Percent Percent

Product Planning . .... . . 27 63 18

Logistics Planning . 27 54 9

Marketing Research . .... . 25 50 25

Pricing. ......... ig 45 18

TABLE 10

INTERNATIONAL MANAGEMENT
(N=11)

"Should Have" "Subordinates'

"qhogld Have" gpd "Could Use" Needs"

Percent Percent Percent

International Understanding. . 9 27

International Economic Analysis. 0 27



MIDDLE MANAGEMENT

In the industrial category of Petroleum Refining, 22 middle managers from

six companies completed the questionnaire. Middle managera were defined as
IIpersonnel assigned to executive duties in the area between senior executives

and supervisors."

Ed cati ee s t in re s o er es ons b 1 t

The six areas of the questionnaire answered by all middle managers were as

follows:

General Management (13 subjects)

Behavioral Science and Management (7 subjects)

Communication (7 subjects)

Economics (8 subjects)
Quantitative Methods Applied to Business and Industry (15 subjects)

Computer Operations and Data Processing (4 subjects)

Managers were asked to indicate which of the 54 courses listed in the ques-

tionnaire they "Should Have," "Could Use," or "Don't Really Need." They

were also asked to indicate the courses needed by those they supervise.

The following courses were rated "Should Have" by 50 percent or more of the

middle managers:

"Should pave"

Percent

Working Efficiently with Individuals 67

Effective Communication in the Organization 65

Management Development. OOOOOO 56

Effective Report Writing OOOOOO * 53

Supervisory Training and Employee Development 53

Listening Skills 50

Fifty percent or more of the middle managers thought that those they super-

vise needed the following courses:

"Subordinates'

Needs"
Percent

Supervisory Training and Employee Development . 67

Effective Communication in the Organization 65

Effective Reading Skills OOOOO 56

Listening Skills OOOOOO OO 56

Management Development 56

Review of &laic Mathematics OOOOO 56

Effective Report Writing 0 53

Oral Presentat!on of Reports 50

Ubrking Efficiently with Individuals 50
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The following tables, 11 through 16, present the data on the six general

areas of managerial responsibility which were answered by all the middle

managers in the Petroleum Refining category.

TABLE 11

GENERAL MANAGEMENT
(N=18)

"Should layL
"Should Have"
and "Qoilld Use"

"Subordinates'
Needs"

Percent

Vozking Efficiently with

Percent Percent

Individuals 67 95 50

Management Development . 56 81 56

Supervisory Training and
Employee Development . 53 93 67

Performance Appraisal and

Counseling Techniques 44 88 38

Impact of Computer Technology. 35 64 35

Effective Utilization of
Manpower Resources and
AllocationsOOOOOO 29 70 29

The Application of Information
Technology on Decision Making. 29 70 29

Criteria and Selection of
Personnel for Promotion. . . . 25 75 13

Long-range Planning and Fore-
casting for corporate Growth. 24 59 12

Impact of Science and Technology
on Business Management . 18 65 35

Impact of Government Legislation
and Controls on Business . 18 65 18

Analyzing Organizational

Behavior OOOOO 17 73 33

Principles and Analysis of

Office Systems 7 47

TABLE 12

BEHAVIORLL SCIENCE AND MANAGEMENT
(N=17)

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'

Needs"

Percent Percent Percent

Creativity and Innovation. . . . 19 88 31

Understanding Group Interaction
and Behavior . 19 63 19

Management Psychology 19 57 13

Human Aspect of Management 18 77 29

Social and Cultural Trends and

Their Impact on Business
Management . . . 13 32 19

Industrial Sociology 6 44 13

Impact of Consumer Behavior on

Management OOOOO . 0 25 6
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TABLE 13

COMMUNICATION
(N=17).

"Should Have" "Subordinates'

"Should Hove" and "Could Use"

Percent Percent Percent

Effective Communication in the

Organization . OOOOOO
Effective Report Writing .

65

53

100

94

65

53

Listening Skills 50 94 56

Effective Reailing Skills 44 75 56

Conference Leadership 41 76 35

Oral Presentation of Reports . . 38 88 50

Business Letter Writing. 31 81 44

TABLE 14

ECONOMICS
(N=17)

Economics of Production and

"Should gpxe"

"Should Have"

And.:CgakiJatt:
Percent

"Subordinates'

Percent Percent

Cost . 0 0 41 65 29

The Price Mechanism 19 57 6

Fundamentals of Economics 13 69 25

Economics of Technology and

Innovation 13 38 6

Economic Trends 0 38 6

The Economic Systems of the

United States . . 0 19 0

International Economics 0 13 0

Comparative Economic Systems . . 0 13 0

10



TABLE 15

QUANTITATIVE METHODS APPLIED TO BUSINESS AND INDUSTRY

(N=18)

"Should gave"

"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent

Improving Decision Mhking of

Minagers II 19

Review of Basic Mathematics 17

Replacement Management 13

Matrix Algebra 13

Analytic Geometry. . 0 13

Percent

63

50

63

44
32

Percent

19

56

6

13

13

Calculus of Finite Differences 13 26 6

Applying Program Evaluation and

Review Techniques (PERT) . . 12 53

Statistical Procedures and

Methods. OOOOOO 6 62 6

Inventory Management 6 44 13

Probability Theory 6 44 0

Linear Programming . 6 31 6

Calculus of Infinite Series. 6 25 6

Statistical Decision Theory. . 0 44

Waiting Lines 0 19

Dynamic Programming 0 13 0

TABLE 16

COMPUTER OPERATIONS AND DATA PROCESSING

(N=18)

"Should-2E2921

"Should Rave"

Am421aullatel
Percent

"Subordinates'

Percent

Applying the Computer to
Problems of Business and

Percent

Management OOOOO 41 76 35

Data Systems and Processing. 33 77 33

Fundamentals of Programming for

Computer Operations 25 50 38

Mathematics for Digital

Computers . OOOOOOO 18 47 35



If the manager's area of major responsibility was not included in the

preceding six, he was asked to complete the one of seven additional areas

that most closely corresponded to his special field of work. These were:

Industrial Relations and Personnel Management (8 subjects)

Financial Management (6 subjects)

Manufacturing and Production (10 subjects)

Marketing (9 subjects)

Sales Management (5 subjects)

International Management (10 subjects)

Research and Development (5 subjects)

The following tables, 17 through 23, show the responses for these special

fields of work:

TABLE 17

INDUSTRUL RELATIONS AND PERSONNEL MANAGEMENT
(Nall)

"Should Have"

"Should Have"
and "Qould Use"

"Subordinates'

Percent Percent Percent

Management and Labor Relations . 50 80 30

In-plant Training. . . ..... 30 80 60

Industrial Safety and Medical

Services . .... . 30 80 40

Salary and Wage Administration . 30 70 10

Job Analysis and Job EvaluationMethods.... 27 100 18

Recruiting, Interviewing,
Selection, Assessment of
Personnel and Promotion. . . 27 72 45

Employee Benefit Plans . . 22 55 11

Maintaining Efficient and Up-To-

Date Personnel Records 10 60 20

TABLE 18

2INANCEAL MANAGEMENT
(N=8)

"phould Hue
"Should Have"

"Could

"Subordinates'

Percent Percent Percent

Managerial Accountfing 40 60 20

New Developments in Equipment
Replacement Policy .... 38 88 25

BudgetsOOOOOOOOOOOOO 38 88 13

Fundamentals of Financial
Reporting and Statement

Analysis. OOOOO . 29 72 14

Financial Planning and

Forecasting OOOOO 13 51 13

Taxes...,. 0 43 14
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TABLE 19

MANUFACTURING AND PRODUCTION
(N=I1)

"Should Have"

"Should Have"
and "Qould Use"

"Subordinates'
Needs"

Percent

Maintenance Planning and

Percent Percent

Control 63 88 63

Automation 0 OOOOOO 60 90 50

Engineering Economy 45 81 36

Production Planning and Control

Management 40 80 40

Materials Handling OOOO . 30 60 40

Organization and Mhnagement of

Purchasing Operations 30 50 30

Quality Control 22 66 33

Value Analysis O OOOO 20 90 20

Inventory Management 10 60 50

Methods Analysis and liork

Simplification OOOOOO 10 60 20

TABLE 20

MARKETING
(N=5)

"Should Ijave"

"Should Have"

and "Could Use"

"Subordinates'
reeds"

...-

Percent Percent Percent

Product Planning 80 GO 40

Marketing Management 25 50 0

Fundamentals of Marketing . 25 50 0

Fundamentals of Pricing q5 25 0

Marketing Research 25 25 0

Packaging Design and Development 20 40 0

Physical Distribution Methods. . 0 25 0



TABLE 21

SALES MANAGEMENT
(N=4)

"Should Have" "Subordinates'

"Should Have" and "Could Use"

Percent Percent Percent

Training of Field Salesmen . 50 50 25

Motivating Salesmen 50 50 0

Selection and Evaluation of
Field Salesmen . . . . 50 50 0

Supervision of Field Salesmen. . 25 50 0

Compen3ation of Field Salesmen 0 50 0

INTERNATIONAL MANAGEMENT
(N=3)

None of the middle managers indicated that they "Should Have" any of the
ten courses listed, nor was there any need reported for these courses on
the part of those supervised by middle management. One person indicated

he "Could Use" each of four courses: Monetary Exchange Problems; Inter-

national Law; Sources of Funds: Financing of Day-to-Day Transactions;

and Appraising and Developing Foreign Markets.

14



TABLE 22

RESEARCH AND DEVELOPMENT
(N=7)

"Should Have"
2shoguxue" and "Could Use"

Percent Percent

Evaluation of the Research and Development

Programs OOOOOOOOO 17 84

Supervision and Management of ResearchServices OOOOO 17 67

Guidelines for Selecting and Appraising New

Projects OOOOO 14 85

Building Research and Development Teams , 14 57

Planning Budgeting and Control of Projects 0 0 60

None of the managers reported a need for any of the five courses on the part

of those they supervise.

BackRround Informatpn of Middle Managers

Personals Educational, and Professional Background

Thirty-two percent (N=7) of the 22 middle managers were 40 years

of age or younger. This means that they have at least 25 more

years of productive employment. Ninety-five percent (N=21) had

completed hi3h school, 64 percent (!=14) had the bachelor's degree,

and 14 percent (N=3) had the master's degree. No one had the

doctorate. Nine percent (N=2) went to business school and 14

percent (N=3) went to trade school. The major fieldsof study for

the undergraduate and graduate degrees are given below:

TABLE 23

MAJOR FIELDS OF STUDY OF COLLEGE GRADUATES

Number
Bachelor's

Number
Master's

Business Administration 4 1

Education . It * OOOOO 1

Engineering Ilk
5 1

Liberal Arts. 1

Mineral Industries, OOOOO. 2

Other (not specified) 1 1

Total 0 OOOOO II 14 3
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The major areas of work for the middle managers in Petroleum

Refining are shown below:

TABLE 25

MAJOR AREAS OF WORK

Number

VADAOrs

Percent
tlAnaatrA

Administration. . OOOO 3 14

Engineering . OOOOO . 6 24

Finance OOOOO OO OO 1

Industrial Relations. OOOOO 2 9

Maintenance OOOOO 1 5

Mhnufacturing 5 23

Mhrketing and Sales 1 5

Production Control -- Records . . . . . . 1 5

Research and Development 1 5

Service (yard and labor personnel, )etc, 1 5

Lotal. OOOOOO 22 100

Methods of Updating

Fifty-seven percent (N=12) of the middle managers would take a
credit course and 67 percent (N=14) would take a non-credit course

if they were offered locally..

No managers were currently enrolled for a degree.

enroll for the master's degree.

Sixty-four percent had no plans for further degree

reasons are given below:

TABLE 26

Two planned to

work and their

REASONS FOR NOT UNDERTAKING ADDITIONAL FORMAL EDUCATION

Number
Manakers

Percent

Managers

Job demands no more education Ir I ip 0 4 30

Don't have the time ...pi, 3 21

Live too far from educational center. 3 21

Not interested. . . . . 00 O 4,02 14

Other (not specified) . . 2 14

Total OOOOOOOOO . 14 100
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The variety of educational methods used by middle managers for

updating within the past four years is shown in Table 27.

TABLE 27

EDUCATIONAL METHODS USED FOR UPDATING WITHIN THE PAST FOUR YEARS

(N=22)

Number Percent

Nanpgers Managers

Attendance at regional or national meetings

of professional societies . 0 4 9 41

Company in-service training courses . 8 36

Workshops or seminars on managerial topics. 6 27

Short refresher courses at colleges or

universities ****** . . 5 23

Managerial development within company . 4 18

Many sources of information were used by the middle managers to

keep up with new developments. Table 28 lists these sources.

TABLE 28

SOURCES OF INFORMATION USED rN UPDATING
(N=20)

%
1.4
.I.J
0
o
0tr

o a)
44

m
OD
m
III
o W
44 0

Percent

H4
W RS
CO rI
Pod

as
ro
r-I 44
0
0 LW

t-I

W
r-I
4)
4.)
.14
1-4

+
CO $4

0

4.)o
Z

W

ri 0

Discussion with company personnel
(informal or formal) . 75 20 5 0 0

Subordinate-superior discussions or

meetings . . 47 32 11 5 5

In-plant reports snd bulletins . . 44 44 6 0 6

Scientific and technical journals. . 44 33 17 6 0

Technical books, reports, abstracts

and indexes . . a 39 33 17 11 0

Business reports . 0 f V ID 31 32 32 0 5

Manufacturer's literature 27 44 17 6 6

Use of consultants . OOOOO 24 12 24 40 0

Management journals 0 4 f G 16 52 16 5 11

Company in-service courses . . 13 19 13 25 30

Professional society meetings 0 f 0 * 12 29 29 24 6

Lectures, conferences, workshops
and seminars . Weft 0 00 11 42 37 5 5

College and university evening

courses. . . 0 . 6 6 13 56 19

College and university day courses 0 0 0 87 13
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Middle managers responded to a listing of seven educational media,

other than classroom instruction, through which they would take

courses. (Table 29)

TABLE 29

PREFERENCE FOR MEDIA OF COURSE PRESENTATION
(N=22)

Number
Nanager

Percent
Managers

Programmed instruction. .. ... . . 10 45

Correspondence courses. OOOOO . 10 45

Educational televisionOOOOOOO . 5 23

Courses recorded on tapes OOOOOO 1 5

Courses recorded on records . 0 4 1 5

Two-way radio courses . 0 . . 1 5

Two-way telephone courses . . . 1 5

Other (not specified) . 2 9

CompanyAttitudes Toward Education

Of the 22 managers responding to a question on the attitude of
their immediate superior toward continuing their education, 59
percent (H=13) said the superior encouraged them and 36 percent

(N=8) said the superior was noncommittal. Five percent (N=1)

said the superior discouraged him.

Middle managers reported their perception of company attitudes
toward participation in professional and educational activities.

TABLE 30

MANAGERS' PERCEPTION OF COMPANY POLICY
TOWARD PROFESSIONAL DEVELOPMENT

Attend company training

(N=20)

Encourams Noncommittal ppcourages pp /iot Know

Percent Percent Percent Percent

courses. 81 0 0 19

Attend professional
meetings . . 78 22 0 0

Enroll for advanced work 67 0 0 33

Attend seminars or work-
shops away from the

company OOOOO 64 18 6 12

Hold office in
professional societies 55 39 0 6

Write technical and

professional papers . 42 29 0 29

Educational leave of
absence OOOOO 5 0 0 95
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Fifty percent of the middle managers indicated that they were

employed by companies which provided in-service training; 50 percent

were not. Thirty-seven percent said the training was entirely on

company time, 25 percent said it was partly on company time, 13

percent said it was not on company time, and 25 percent did not know.

Fifty percent reported that their company had an educational assistance

plan. Eighteen percent said it did not and 32 percent did not know.

Twenty-one percent said the aourse had to be job-related in order to

qualify for financial assistance.

The proportion of tuition paid by the company as indicated by the

13 managers who responded to the question,follows:

TABLE 31

PROPORTION OF TUITION PAID

Number
bAnagere,

All or almost all 2

About 3/4 OOOOO . 0 0

About 2/3 7

About 1/2 OOOOO 4

About 1/3 dOO O 0

Less than 1/3 0 OOOOO 0

Don't know. OOOOOOOOOO 0

Total OOOOOOO . 13

The following table shows the maximum amount of tuition paid per

year by the companies for which the middle managers work:

TABLE 32

MAXIMUM AMOUNT or TUITION
PAID PER YEAR

Number=jam
More than $300 . OOOOOO . 6

251 - 300 . . . . . OO OOO . . . 1

201 - 250 OOOOO OOOOOOOOOO 0

151 - 200 II
0

101 - 150 OOOOOOOOOOOO
51 - 100 OOOOO OO 0 O 10 0

50 or less 0

Don't know OOOOO OO 0 6

Total 0 OOOOOO OOOOO 13



Uhen asked about the effect of available company educational assis-

tance in motivating them to undertake further education, eight percent

of the middle managers said it had strongly encouraged them, 38

percent said it had partially influenced them, and 54 percent said

it had no effect. There is an inconsistency here: uhile 46 percent

said the availability of financial aid motivated them to some extent,

no one was actually enrolled and two were planning to enroll.

However, some uho had completed their eftcational objectives may

have been so motivated at the time they were enrolled.

FIRST-LINE SUPERVISION

In the industrial category of Petroleum Refining, 45 first-line supervisors

from six companies completed the questionnaire. First-line supervisors uere

defined as "those whose major activities have to do with supervisory and

foreman activities." The supervisors responded to a listing of 16 course

titles in the area of supervisory responsibility. They provided information

on their persoual, educational, and professional background, methods of

updating, and company attitudes toward education.

gAguamalAttgl

The 45 first-line supervisors in the category of Petroleum Refining were

asked to. indicate which of the 16 courses listed in the questionnaire they

"Should Rave:' "Could Use," or "Don't Really Need." The following courses

were rated "Should Have" by 50 percent or more of the supervisors.

"Should pave"

Percent

Fundamentals of the Supervisor's Job . . .*. 57

Safety . . . . OOOO . OO OOOOO 51

Table 33 gives the "Should Have" and the combined "Should Have" and "Could

Use" needs for the entire listing of 16 courses, according to four groupings.
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TABLE 33

FIRST-LINE SUPERVISION TRAINING NEEDS
(N044)

"Should Have"

No. % No.

=glom of Supervision

Fundamentals of the Supervisor's Job . . . . 25 57 38 87

The Tools and Techniques of Effective

Supervision OOOOOOO . 20 48 37 88

Decision Making. . v 4 0 16 38 32 76

Supervisor's Role in Employee Discipline . . 16 38 31 74

Supervisor's Role in Company Economics . . 15 36 33 79

Inter-Departmental Cooperation 15 35 33 77

Enm.oyee Training and Eva1uation

Safety OOOOOOOOOO 22 51 40 93

Employee Training. . . . OOOOO . 15 37 33 81

Evaluation of Employee 7erformance . . . .

e StTh_laesAg.sr.jathe Union

. 15 36 32 76

Grievance Procedure and Arbitration 20 47 35 82

Labor Relations 16 38 27 64

Labor Relations Legislation. . . . ID 5 12 19 45

Delelmingjamtjaluaggenise

Leadership . OOOOO 0 OOOOO 21 49 37 85

Human Aspect of Management 0 0 19 44 34 79

Communications , 4 0 16 38 30 71

Developing the Work Team 0 0 0 0 7 17 28 67

lackezotjm_Ungomagt_1of e su e visors

Personal, Educational, and Professional Background

Eighteen percent (N=8) of the first-line supervisors were 40 years

of age or younger. Sixty percent (N=27) were high school graduates,
11 percent (N=5) had the bachelor's degree, and no one had the

master's degree or the doctorate. Seven percent (NO3) had gone to

business school and seven percent (N=3) to trade school. The major

fields of study for the bachelor's degree are indicated at the top

of page 22.
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TABLE 34

MAJOR FIELDS OF STUDY OP COLLEGE GRADUATES

Number
Bachelor's

Business Administration . . ,

OOOOO
OOOOO

Engineering OOOOO
Psychology. 0 t OOOOO

Total OOOOO OOOOOOOOO OOOOO

1

3

1

5

Below is a listing of the major areas of work for the first-line

supervisors in the Petroleum Refining industry:

TABLE 35

MAJOR AREAS OF WORK

Number Percent

Supervisors Wervisora

Administration.. OOOOO 4 9

Engineering . OOOOOOOOO 2 5

Industrial Relations. OOOOO 1 2

Maintenance . OOOOOOO OO 9 21

Manufacturing . . OOOOOOO ,,
8 19

Production Control - Records. t
service (yard and labor personnel,etc.) OOOOO .

11

3

25

7

Traffic and Transportation. . . . . , . 2 5

Other (not specified) OOOOO 3 7

To t a l.
43 100

Methods of Updating

Twenty-nine percent (N=12) of the first-line supervisors would take

a credit course and 64 percent (P28) would take a non-credit course

if they were offered locally.

No supervisors were currently enrolled and no one was planning to

enroll in a degree program.

For the 37 supervisors who did not have plans for further formal

education, the following reasons were indicated:



TABLE 36

RPASONS FOR NOT UNDERTAKING ADDITIONAL FORMAL EDUCATION

Number
Supervisors

Percent

Superyisors

Not a high school graduate 12 31

Live too far from educational center. 11 30

Don't have the time 5 14

Cannot afford it 3 8

Job demands no more education 1 3

Not interested 1 3

Can do better on my own 1 3

Other (not specified) 3 8

Total 37 100

First-line supervisors had used a variety of educational methods

for updatyg,within the past four years.

TABLE 37

EDUCATIONAL METHODS USED FOR UPDATrNG WITHIN THE PAST FOUR YEARS

(N=45)

Number
Supervisors

Percent
Sqpervisors

Workshops or seminars on managerial

topics. . . ....... .. 9 20

Attendance at regional or national
meetings of professional societies. 8 18

Company in-service training courses . 7 16

Correspondence courses...... 4 9

Managerial eevelopment within ccapany 3 7

High schocl courses to improve job

performance 1 2



The sources of information used by first-line supervisors in keeping

up to date with new developments are shown in the following table:

TABLE 38

SOURCES OF INFORMATION USED rN UPDATING

(N=40)

Percent

w

v-4

0
W
0a

w w
m k

Discussion with company personnel

W
DO
0
14
w w

M

M
W a;
p. p4

4J
cu 4.1

Mrd

4.)
o
Z

w
OM

.-4

.0W 0
t." iori

m
n,
P-1 4
0
0 1M

(informal or formal) OOOOO 56 36 5 0 3

Subordinate-superior discussions or

meetings . OOOOO 38 38 18 3 3

In-plant reports and bulletins 38 36 8 5 13

Manufacturer's literature. . 18 48 18 8 8

Technical books, reports, abstracts,

and indexes. . . OOOOO 14 36 25 19 6

Scientific and technical journals. . 11 43 14 26 6

Lectures, conferences, workshops,

and seminars OOOOO . . 10 29 23 23 15

Business reports OOOOO 8 37 13 42 0

Use of consultants 8 16 16 60 0

Professional society meetings 8 11 24 54 3

Management journals OOOOO 5 39 16 16 24

Company in-service courses 3 22 6 36 33

College and university evening

courses . OOOOO 0 3 3 72 22

College and university day courses 0 0 3 94 3

First-line supervisors checked a listing of seven educational media,

which did not include formal classroom instruction, to show their

preference for media of course presentation.
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TABLE 39

PREFERENCE ma MEDIA OF COURSE PRESENTATION

(N=45)

Number
Supervisors

Percent

Supervisors

PrograLmed instruction
18 40

Correspondence couraes
15 33

Educational television 8 13

Courses recorded on tapes
.
0 13

Courses recorded on recordsOOOOO . 4 9

Tuo-way telephone courses. O ..... . 1 2

Two-way radio courses 1 2

Other (not specified) 2 4

Company Attitudes Toward Education

A total of 41 first-line supervisors responded to a question on the

attitude of their immediate superior toward continuing their education.

Forty-six percent (N=19) said the superior encouraged them; 51 per-

cent (N=21) said he was noncommittal, and three percent (N=1) said he

discouraged him.

The attitude of the company as perceived by first-line supervisors

toward participation in educational and professional activities is

reported in the following table. The high percent who did not know

company policy indicates either a lack of policy or a lack of com-

munication.

TABLE 40

SUPERVISORS' PERCEPTION OF COMPANY

POLICY TOWARD PROFESSIONAL DEVELOPMENT

Percent

Attend company training

OOOOO . .

Encourages

courses 72

Attend professional
meetings 54

Attend seminars or work-

shops away from the

company.. . 52

Enroll for advanced work 49

Hold office in
professional societies 46

Write technical and

professional papers. . 29

Educational leave of

absence 12

(N=41)

Voncommittal Discourages Do Not Know

Percent

A

5

19

18

20

24

2

Percent

0

0

0

3

0

0

2

Percent

22

26

43

32

27

53

84
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Twenty percent of the supervisors indicated that they were employed

by companies which provided in-service training; 66 percent said

their company did not provide it and 14 percent did not know. Thirty-

one percent said the training was completely on company time, 18

percent said it was partly on company time, 18 percent said it was

entirely on the men's own time, and 33 percent did not know.

Forty-four percent reported that their company had an educational

assistance plan; 37 percent said it did not, and 19 percent did not

know. Thirty-six percent iaid the course must be job-related in

order to qualify for educational assistance.

The proportion of tuition paid by the company as indicated by the

20 supervisors who ansmered this question, is shown in the table

be

TABLE 41

PROPORTION OF TUITION PAID

Number
§Ipervisors

All or almost all OOOOOO . 5

About 3/4 OOOOO . OOOOOOO . 0

About 2/3 . . OOOOOOOOOO 8

About 1/2 . . . . . . OOOOOOOOOOO 4

About 1/3 ............ 1

Less than 1/3 0

Don't know. . . OOOOOOO . 2

Total. OOOOOO . OOOOO 20

Table 42 shows the maximum amount of tuition paid per year by the

companies employing the first-line supervisors.

TABLE 42

MAXIMUM AMOUNT OF TUITION
PAID PER YEAR

More than $300. . . . .. .

Number
guarvisors

4

251 - 300 . 0 4 4 0 2

201- 250 . 1

151 - 200 . OOOOO 0 0

101 - 150 , 0

51 - 100 0

50 or less * I 0Don't know 13

Total... OOOOO. 20
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When asked what the effect of available financial assistance was

on their motivation to undertake further education, 24 percent of

the supervisors said it strongly encouraged them, 43 percent said

it partially influenced thew, and 33 percent said it had no effect.

The seeming inconsistency that was noted for the middle managers

applies to the supervisors: while 67 percent said that the avail-

ability of financial aid had motivated them to some extent to

undertake additional education, none of the 45 respondents was

actually enrolled and none planned to enroll.

COMPARISON OF NEEDS OF MANAGERS AND SUPERVISORS IN THE PETROLEUM REFINING

INDUSTRY WITH THOSE OF MANAGERS AND SUPERVISORS IN TOTAL REPORT

The educational needs of managers and supervisors in the industrial category

of Petroleum Refining as compared with needs of those in business and

industry as seen in the total report, qtanagerial and Supervisory Educational

Needs of Business and Industry in Pennsylvania," varied a good deal. They

were higher for top and middle management and those supervised by middle

management, and lower for those supervised by top management and for first-

line supervision.

Tor, Management

Of the 48 subjects listed, the following were indicated as "Should Have"

needs by 50 percent or more of the top managers:

"Should Have"

Percent

Petroleum
Aefining

Total
Report,

Nol4 N=705

Management Development. OOOOO ,. OOOOO 67 53

Human Aspect of Management 62

Impact of Science and Technology on Business

Management 62

Effective Utilization of Manpower Resources and

Allocation . . OOOOOOOOOOOO 58

Improving Decision Making of Managers 58

Effective Speaking 54 50

Management Reporting Systems 54

Performance Appraisal and Counseling Techniques. 54

Communication in the Organization 50 59

Managerial Mbtivation 50

Wbrking Effectively with Individuals an4 Groups. . . 50

Effective Written Communications
50

Long-range Planning and Forecasting for

Corporate Growth
50

Overall Strategy and Goals
50

* Less than 50 percent
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Fifty percent or more of the top managers thought that those they supervise

needed the following subjects:

PettOleum
Refining

"Subordinates'
...Needs"

Percent

Total

B129.=
N=14 N=705

Mhnagement Development 0 0
58 56

Effective Written Communications OOOOO 54 74

Impact of Science and Technology on Business

Management . 0
54 *

Communication in the Organization. . . OOO Elio', EP, 50 65

Effective Speaking . * 67

Working Effectively with /ndividuals and Groups. * 66

Effective Reading Skills . . . * 62

Listening Skills . lb

* 62

Performance Appraisal and Counseling Techniques. . . . * 57

Human Aspect of Management . . OOOOOOOOOO * 54

Improving Decision Making of Managers OOOOO * 54

* Less than 50 percent

Middle Mnazement

Of the 54 subjects listed, 50 percent or more of the middle managers in

Petroleum Refining and in the total report indicated a "Should Have" need

for the following:

"Should Have"

Percent

Petroleum
Aefinine

Total
Report

N=1,202N=22

Working Efficiently with Individuals 67 65

Effective Communication in the Organization. . 0 65 64

Management Development . . . 9 56 66

Supervisory Training and Employee Development . 0 53 53

Effective Report Writing . . 53 *

Listening Skills OOOOOO * 50 *

* Lesa than 50 percent
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Subjects which 50 percent or more of the middle managers thought represented

educational needs of those they supervise were:

"Subordinates'
Needs"
Percent

Petroleum
Refininz

Total

BM=
N=1,202N=22

Supervisory Training and Employee Development . 67 61

Effective Communication in the Organization. . . 65 56

Listening Skills . 4 OOOOO 56 50

Effective Reading Skills . OOOOOOOO . . 56 *

Mhnagement Development OOOOOOOOO 56 *

Review of Basic Mathematics OOOOOOOOOO 0 56 *

Effective Report Writing OOOOOOOOO OOOOO 53 *

Working Efficiently with Individuals OOOOO 50 62

Oral Presentation of Reports . 50 *

* Less than 50 percent

First-Line §upervision

Fifty percent or more of the first-line supervisors said they "Should Have"

the following of a listing of 16 subjects:

"Should Have"
Percent

Petroleum
Refining

Total
Report

N=45 N=1,713

Fundamentals of the Supervisor's Job 57 64

Safety OOOOO OOOOOOOOO 51 *

Leadership OOOOOOO OOOOOOO * 57

The Tools and Techniques of Effective Supervision. . . . * 55

Decision Making OOOOO . * 54

Human Aspect of Management OOOOOOOO . .
* 53

Communications OO . OOOOO . .
* 51

* Less than 50 percent
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RECOMMENDATIONS

For the total report, "Managerial and Supervisory Educational Needs of

Business and Industry in Pennsylvania," the following recommendations were

made:

For the Uniyersitv

1, The need for additional training in the area of communications --

such subjects as report writing, effective speaking, conference

leadership -- was strong for all three levels of management and

also for those supervised by top and middle management. The

University should expand its programs in this field and make them

available at locations convenient to business and industry.

2. Management development was much needed by both top and middle

management and those they supervise, While historically the

University has been a leader in this field, its efforts should be

intensified,

3. Middle management expressed a high need for themselves and for those

they supervise in human relations. The number of programs in this

field should be increased at the local level by the University.

4, To meet the significant educational needs presented quantitatively

by this study, the University should expand its offerings of courses,

seminars, workshops and institutes for all three levels of manage-

ment, and make them available at convenient locations,

5. When classroom instruction was excluded, the largest number of middle

managers and first-line supervisors said they would take courses by

programmed instruction, correspondence, and educational television.

Consideration should be given to offering more courses using these

three media to help meet the self-perceived educational needs of

managers and supervisors.

For ness.ant jacluzzx

1. Information on company policies toward participation in educational

activities should be much more widely disseminated among middle

managers and first-line supervisors, A large percentage do not know

the policy of their company.

2. Companies should encourage their employees to take advantage of

financial aid which is available for education.

3. The fact that a large number of management personnel felt their

superiors' attitude toward their further education was noncommittal

makes it necessary for the company to take steps to remedy this

condition.
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4. Companies should help their managers to realize and meet the needs

presented by the increasing complexity of modern business and

industry. A number of the subjects which appear to be an intregal

part of modern management were not perceived as needed by the managers

and supervisors who took part in this study.

5. Since the participants felt that the most frequent method of obtaining

ntw information for updating was through discussion with company

personnel, the company should be aware of the great potential of this

means of dissemination of information.

6. Since about four out of ten managers are employed in companies which

do not have in-service educational programs, consideration should be

given to the development of additional in-service programs.

7. Companies should find ways of motivating their employees to avoid

obsolescence in a rapidly changing, competitive business world.

8. Greater consideration should be given to the use of all available

educational media, such as programmed instruction, correspondence

courses, educational television, and attendance at professional

meetings and workshops.

For the IDdividgal Manager apd Spetvisor

1. The individual should take the initiative in selecting the most

appropriate media to help him grow with the job and meet the

challenges of the future.

2. He should be aware of available financial assistance plans and

other educational activities provided by his company which may

aid him in meeting his educational objectives.

LoLirafall o 1,4a...AgLoslattans

1. Professional associations should assist the companies in encouraging

more educational activities by sponsoring workshops and meetings,

subsidizing training activities, and aid in the dissemination of

information to prevent technological and managerial obsolescence.
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PUBLICATIONS OF THE DEPARTMENT OF PLANNING STUDIES

"Educational Needs of Managers and Supervisors in Cities, Boroughs, and

Townships in Pennsylvania" 1968 ($2.00)

"Managerial and Supervisory Educational Feeds of Business and Industry

in Pennsylvania" 1967 ($5.0C)

"Survey Report of Managerial and Supervisory Educational Needs of Business

and Industry in Pennsylvania" 1967 ($1.00)

Specific Reports by Industrial Category from "Managerial and Supervisory

Educational Needs of Business and Industry in Pennsylvania" ($1.00 each):

M-63 Banks

14-64 Chemical, Rubber, and Plastic Products

M-65 Construction
14-66 Department Stores

14-67 Electrical Machinery

14-68 Fabricated Metal Products

14-69 Food and Kindred Products

M-70 Insurance
M-71 Machinery (Except Electrical)

M-72 Petroleum Refining

M-73 Primary Metals

M-74 Professional, Scientific, and Controlling Instruments

M-75 Railroads

14-76 Stone, Clay, and Glass Products

14-77 Telephone and Telegraph

14-78 Transportation
14-79 Transportation Equipment

14-80 Gas and.Electric Utilities

M-81 Apparel, TextUes, and Leather

"Research Report of Continuing Professional Education for Engineers in

Pennsylvania" 1965 ($5.00)

"Survey Report of Continuing Professional Education for Engineers in

Pennsylvania" 1965 ($3.5C)

Fifty-three specific reports from "Research Report of Continuing

Professional Education for Engineers in Pennsylvania," in such categories

as engineering fields, industrial categories, plant size, and geographic

areas ($2.50 each):

Engineering Fields:

E-1 Chemical

E-2 Civil

E-3 Electrical-Electronics

E-4 Electrical-Power

E-5 Engineering-General

E-6 Industrial
E-7 Mechanical
E-8 Metallurgical
E-9 Mining
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Industrial Groups:

E-10 Aircraft, Motors, and Parts
E-11 Chemical and Allied

E-12 Electrical Machinery and Equipment
E-13 Machinery
E-14 Mining
E-15 Paper and Allied
E-16 Petroleum Ralining

E-17 Primary Metals
E-18 Professional, Scientific, and.Control1ing Instruments
E-19 Research and Consulting Laboratories
E-20 Transportation
E-21 Electric Utilities
E-22 Gas Utilities
E-23 Telephone and Telegraph
E-24 Water Utilities
E-53 Construction
E-25 State Government Employees

"The Determination and Measurement of Supervisory Training Needs of Hospital
Personnel -- A Survey of Pennsylvania Hospitals" 1965 ($2.25)

Specific Reports by Hospital Departments from "The Determination and
Measurement of Supervisory Training Needs of Hospital Personnel -- A
Survey of Pennsylvania Hospitals" ($.75 each):

Continuing Professional Educational Needs of:

H-54
H-55
H-56
H-57

H-58

H-59
H-60

H-6I
. H-62

Hospital Administrators
Nursing Service and Nursing
Supervisory Personnel in the
Supervisory Personnel in the

Department
Supervisory Personnel in the

Department
Supervisory Personnel in the
Supervisory Personnel in the
Personnel Directors
Supervisory Personnel in the

tories

The above publications may be
purchased from:

Continuing Education Business Office
J. Orvis Keller Building
The Pennsylvania State University

University Park, Pennsylvania 16802

Education .

Dietary Department
Engineering and Maintenance

Business Office and Purchasing

Medical Records Department
Institutional Care DepartMents

Clinical and Radiology Labora-

Information about the above publications
may be secured from:

Department of Planning Studies
One Shields Building

The Pennsylvania State University
University Park, Pennsylvania 16CC2
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MANAGERIAL AND SUPERVISORY EDUCATIONAL NEEDS

IN THE PRIMARY METALS INDUSTRY IN PENNSYLVANIA

INTRODUCTION

The education and training of managers is a major problem of business and

industry today. There are a number of conditions facing business and
industry which indicate the need for this study. Among them are:

1. There is a significant increase in managerial positions and a
resulting increase in the need for managerial education and training.
Managerial positions are increasing faster than the increase in the

total work force. Education is needed to keep up to date and pre-

vent obsolescence, and must be a continuing process.

2. The rapid growth of managerial knowledge has increased the importance

of disseminating and applying such information.

3. Greater emphasis is being placed on leadership and motivation in

developing competence and resourcefulness.

4. There is a need for greater emphasis on long-range planning.

5. Companies must operate in increasingly complex and competitive

environments. New skills and abilities are needed for new types of

work, and in today's highly competitive market improved efficiency

becomes more important.

6. Greater emphasis is being placed on international management. The

international aspects of business will become more important for

more companies in the future, as a greater proportion of sales and

profits of many domestic firms comes from abroad.

7. Scientific research and development are necessities for business

growth. The manager must know how to make use of the results of

research.

8. Computer operations and data processing are expanding. Computer

techniques are far in advance of their application by managers.

Continuing Education has undertaken a study of this problem because of the

responsibility of The Pennsylvania State University to the citizens of the

Commonwealth in determining educational needs and in cooperation with other

educational institutions to provide education to meet such needs.
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SURVEY PROCEDURES

This report is a specific segment of a larger study,* and is based on re-

sponses from 221 managers and supervisors from 13 companies in the Primary

Metals industry in Pennsylvania. The survey utilized three questionnaire

forms, one for each level of management: top management, middle management,

and first-line supervision. Each questionnaire listed courses in a number

of managerial areas pertinent to managerial personnel. The respondents

checked one of three choices: "Should Have," "Could Use," and "Don't Really

Need." Top and middle management were asked to indicate the courses that

represented educational needs of those they supervise in addition to their

own needs; this was not asked of first-line supervision. Middle management

and first-line supervision provided information on their educational back-

ground, methods of updating, and company attitudes toward education; this

was not asked of top management.

SUMMARY

II12219.2aant

Of 48 courses listed, nine were checked by 50 percent or more of top

managers as "Should Have." (Page 3)

For those they supervise, 50 percent or more of top managers said 14 courses

were needed. (Page 4)

Middle Management

Fifty percent or more of the middle managers expressed a "Should Have" need

for ten of 54 listed courses, in the areas of general management, behavioral

science and management, and communication. (Page 9)

Those supervised by middle management were thought by 50 percent or more of

the managers to need three of the listed courses. (Page 9 )

The educational level was high, with 48 percent having the bachelor's

degree. Middle managers had used many methods of instruction and sources of

information for updating, and reported generally favorable attitudes toward

education on the part of their companies. (Pages 17-20 )

* Dubin, S.S., Alderman, E., and Marlow, H.L., "Managerial and Supervisory

Educational Needs of Business and Industry in Pennsylvania," The Pennsyl-

vania State University, 1967. A total of 3,620 managers at three levels

in 250 companies took part in the survey: 705 top managers, 1,202

middle managers, and 1,713 first-line supervisors. Twenty-two industrial

categories and eight sizes of com2anies were represented in the study.
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First-Line Su ervision

Fifty percent or more of the first-line supervisors reported a "Should Have"

need for seven out of 16 courses. (Page 22)

Nine percent of the supervisors had the bachelor's degree. They had used a

variety of methods for updating and many sources of information, and
thought their companies had a favorable attitude toward continuing education.

(Pages 23-27)

TOP MANAGEMENT

In the industrial category of Priwary Metals, 55 top managers from 13

companies completed the questionnaire. Top managers were defined as

"senior execetives who direct an enterprise as a whole or who head the major

divisions."

Educational Needs Within Areas of Managerial Responsibility

The questionnaire for top management consisted of 48 suggested courses on

management subjects. These were in the areas of:

General Management (14 subjects)

Behavioral Science and Management (6 subjects)

Communications Techniques (4 subjects)

Economics (2 subjects)
Quantitative Methods Applied to Business and Industry (2 subjects)

Industrial Relations and Personnel Management (7 subjects)

Financial Management (4 subjects)

Manufacturing and Production (3 subjects)

Marketing (4 subjects)

International Management (2 subjects)

The courses for which top management indicated a "Should Have" need of 50

percent or more were:

"Should Have"

Percent

Communication in the Organization 67

Effective Written Communications 55

Human Aspect of Management 54

Industrial Organization and Administration 52

Managerial Motivation 52

Effective Reading Skills 52

Effective Speaking 51

Working Effectively with Individuals and Groups 51

Planning and Utilization of Physical Facilities 51
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Fifty percent or more of the top managers indicated that those they super-

vise needed the following courses:

"Subordinates'
Needs"
Percent

Effective Speaking
83

Effective Written Communications
81

Working Effecttvely with Individuals and Groups 78

Communication in the Organization 73

Effecttve Reading Skills
71

Listening Skills
71

Performance Appraisal and Counseling Techniques 67

Creativity and Innovation
65

Management Development
61

Human Aspect of Management
60

Industrial Organization and Administration 59

Management Reporting Systems
59

Operations Planning and Control 53

Managerial Motivation
52

Tables 1 through 10 show the extent of the top managers' needs for each

subject listed, ranked according to the "Should Have" response. Also

included in the "Subordinates' Needs" column, are the subjects indicated

by top management as being needed by those they supervise.
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TABLE 1

GENERAL MANAGEMENT
(N=54)

"Should Have"

"Should Have"

and "Could Use"

"Subordinates'

Needs"

Percent

Industrial Organization and

Percent Percent

Administration 52 87 59

Management Reporting Systems . 49 84 59

Long-range Planning and Fore-

casting for Corporate Growth 49 82 16

Overall Strategy and Goals . 49 75 40

Improving Decision Making of

Managers 46 88 46

Policy Formation 40 89 23

Managing Major Change in
Organizations OOOOO . 31 76 29

Effective Utilization of Man-

power Resources and

Allocation 31 71 31

Lmpact of Computer Technology. 25 67 23

Management of Research and

Development. OOOOOO 23 52 25

Impact of Science and Techno-
logy on Business Management 19 69 23

Ethical Considerations in

Business 14 53 20

Impact of Government Legis-
lation and Controls on

Business 12 50 13

Impact of Multinational
Aspects of Planning and

Control 4 20 6

TABLE 2

BEHAVIORAL SCIENCE AND MANAGEMENT
(N=51)

"Should Have"

"Should Have"

and "Could Use"

"Subordinates'
Needs"

Percent

Communication in the

Percent Percent

Organization 67 91 73

Human Aspect of Management . 54 84 60

Managerial Mottvation 52 90 52

Working Effectively with Indi-

viduals and Groups 51 86 78

Creativity and Innovation. . . 33 79 65

Political, Social,and Cultural
Trends and Their Impact on

Business Management. . 6 36 19
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TABLE 3

COMMUNICATIONS TECHNIQUES

(N=53)

"Should Have" "Subordinates'

"Should Have" and "Could Use" Needs"

Percent Percent Percent

Effective Written
Communications 55 85 81

Effective Reading Skills 52 89 71

Efgfctive Speaking 51 83 83

Listening Skills 46 81 71

TABLE 4

ECONOMICS

(N=49)

"Should Have" "Subordinates'

"Should Have" and "Could Use" Needs"

Percent Percent Percent

Economic Trends. . ...... 22 59 16

Comparative Economic Systems . 13 36 17

TABLE 5

QUANTITATIVE METHODS APPLIED TO BUSINESS AND INDUSTRY
(N=48)

"Should Have" "Subordinates'

"Should Have" and "Could Use" Needs"

Percent Percent Percent

Statistical Decision Theory. 22 57 33

Survey Course on Quantitative
Methods 15 59 23
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TABLE 6

INMUSTRIAL RELATIONS AND PERSONNEL MANAGEMENT
(N=52)

"Should.Have"

"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent Percent Percent

Management Development . 45 94 61

Incentives OOOOO 44 88 40

Performance Appraisal and

Counseling Techniques. . . 42 88 67

Criteria and Selection of

Personnel 40 74 48

Personnel Policy Affecting
Wage and Salary Structure. . 37 72 27

Personnel Policy Affecting
Labor-Management Relations . 33 71 40

Personnel Policy Affecting
Employment Practices 23 63 36

TABLE 7

FINANCIAL MANAGEWENT
(N=50)

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent Percent Percent

Capital Budgeting 46 68 30

Managerial Accounting and

Budgeting 45 86 29

Fundamentals of Financial
Reporting and Statement

Analysis 43 71 23

Financial Planning and Fore-
casting . OOOOOO 24 72 15

TABLE 8

MANUFACTURING AND PRODUCTION
(N=49)

"Should Have" "Subordinates'

"Should Have" and "Could Use" Needs"

Percent Percent Percent

Planning and Utilization of
Physical Facilities. . 51 72 47

Operations Planning and

Control. OOOOO 41 68 53

Operations Research Applied to

Production O OOOOO 15 52 35
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TABLE 9

MARKETING
(N=50)

"Should Have" "Subordinates'

"Should Have" and "Could Use" Needs"
Percent Percent Percent

Product Planning 30 60 32
Pricing I * 26 60 26
Marketing Research P 6 22 51 20
Logistics Planning 15 36 11

TABLE 10

INTERNATIONAL MANAGEDENT
(N=47)

"Should Have" "Subordinates'

"Should Have" and "Could Use" Needs"

2ercent Percent Percent

International Understanding. 4 34 6

International Economic

Analysis 0 24 2

MIDDLE MANAGEMENT

In the industrial category of Primary Metals, 79 middle managers from 13
companies completed the questionnaire. Middle managers were defined as
ttpersonnel assigned to executive duties in the area between senior
executives and supervisors."

Educational Needs Within Areas of Managerial Responsibility

The six areas of the questionnaire answered by all middle managers were as
follows:

General Management (13 subjects)

Behavioral Science and Management (7 oubjects)
Communication (7 subjects)

Economics (8 subjects)

Quantitative Methods Applied to Business and Industry (15 subjects)

Computer Operations and Data Processing (4 subjects)

Managers were asked to indicate which of the 54 courses listed in the ques-
tionnaire they "Should Have," "Could Use," and "Don't Really Need." They
were also asked to indicate the courses needed by those they supervise.
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The following courses were rated "Should Have" by 50 percent or more of the

middle managers:

"Should Have"

Percent

Effective Communication in the Organization 80

Working Efficiently with Individuals 70

Management Development 67

Supervisory Training and Employee Development 55

Listening Skills 55

Oral Presentation of Reports 54

Effective Reading Skills 54

Creativity and Innovation 52

Effective Report Writing 51

Business Letter Writing 50

Fifty percent or more of the middle managers thought that those they super-

vise needed the following conrses:

"Subordinates'
Needs"
Percent

Effective Communication in the Organization . OOOOOO 57

Supervisory Training and Employee Development 55

Working Efficiently with Individuals 51

Tables 11 through 16 present the data on the six general areas of managerial

responsibility which were answered by all the middle managers in the Primary

Metals industry.



TABLE 11

GENERAL MANAGEMENT
(N=73)

"Should Have"
"Should Have"
and "Could Use"

"Subordinates'

Needs"

Percent

Working Efficiently with

Percent Percent

Individuals OOOO OO '.. 70 95 51

Management Development 67 97 37

Supervisory Training and

Employee Development . 55 89 55

Performance Appraisal and

Counseling Techniques. . . . 49 87 36

Criteria and Selection of
Personnel for Promotion. . . 46 82 29

Effective Utilization of Man-
power Resources and
Allocation 38 70 31

Analyzing Organizational

Behavior 36 75 17

Principles and Analysis of
Office Systems 29 59 6

Impact of Science and Tech-
nology on Business

Management OOOOOO 27 71 26

Long-range Planning and Fore-
casting for Corporate Growth 26 61 9

The Application of Information
Technology on Decision
Making 23 49 15

Impact of Computer Technology. 21 49 12

Impact of Government Legis-
lation and Controls on
Business 21 45 7

TABLE 12

BEHAVIORAL SCIENCE AND MANAGEMENT
(N=72)

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'

Needs"

Percent Percent Percent

Creativity and Innovation. . . 52 82 34

Human Aspect of Management . . 46 85 31

Understanding Group Inter-
action and Behavior . 43 75 39

Management Psychology 38 77 20

Industrial Sociology . 26 58 19

Impact of Consumer Behavior on
Management 10 35 6

Social and Cultural Trends and

Their Impact on BusinessManagement 9 37 10
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TABLE 13

COMMUNICATION
(N=74)

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'

Needs"

Percent

Effective Communication in

Percent Percent

the Organization 80 98 57

Listening Skills ... 55 87 42

Effective Reading Skills . . . 54 83 40

Oral Presentation of Reports . 54 82 48

Effective Report Writing . 51 83 46

Business Letter Writing . 50 80 44

Conference Leadership . . 47 83 25

TABLE 14

ECONOMICS
(N=69)

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'

Needs"

Percent

Economics of Production and

Percent Percent

Cost 38 83 30

The Price Mechanism 19 68 13

Fundamentals of Economics. . . 15 44 21

The Economic Systems of the

United States. OOOOO 12 38 11

Economic Trends. OOO 10 52 9

Economics of Technology and

Innovation 9 40 10

Comparative Economic Systems . 8 29 12

International Economics. . . 4 20 4
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TABLE 15

QUANTITATIVE METHODS APPLIED TO BUSINESS AND INDUSTRY
(N=68)

"Should Have"
"Should Have"

and "Could Use"
"Subordinates'

Needs"
Percent

Improving Decision Making

Percent Percent

of Managers 38 78 18
Replacement Management . . . 35 67 21
Inventory Management 33 57 18
Statistical Decision Theory. 32 66 10
Statistical Procedures and
Methods 24 58 24

Review of Basic Mathematics. 24 45 31
Applying Program Evaluation

and Review Techniques (PERT) 21 49 10
Linear Programming 18 34 9

Probability Theory 16 41 15

Dynamic Programming 14 34 8

Analytic Geometry 12 21 18

Matrix Algebra . OOOOO 11 17 6

Baiting Lines. OOOOO 9 27 5

Calculus of Infinite Series. 8 22 12

Calculus of Finite Differences 5 20 11

TABLE 16

COMPUTER OPERATIONS AND DATA PROCESSING
(N=64)

"Should Have"
"Should Have"

and "Could Use"
"Subordinates'

Needs"
Percent Percent Percent

Data Systems and Processing . 33 56 13

Applying the Computer to
Problems of Business and
Eanagement O OOOOO . 28 51 13

Fundamentals of Programming
for Computer Operations. 23 48 11

Mathematics for Digital
Computers 16 31 13
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If the manager's area of major responsibility was not included in the pre-
ceding six, he was asked to complete the one of seven additional areas that
most closely corresponded to his special field of work. These were:

Industrial Relations and Personnel Management (8 subjects)
Financial Management (6 subjects)

Manufacturing and Production (10 subjects)
Marketing (9 subjects)

Sales Management (5 subjects)

International Management (10 subjects)
Research and Development (5 sbjects)

The following tables, 17 through 23, show the responses for these special
fields of work:

TABLE 17

INDUSTRIAL RELATIONS AND PERSONNEL MANAGEMENT
(N=26)

"Should Have"
"Should Have"

and "Could Use"
"Subordinates'

Needs II

Percent Percent Percent

In-plant Training 54 73 38
Industrial Safety and Medical
Services . 50 55 9

Salary and Wage
Administration . **** 48 67 0

Management and Labor
Relations 45 59 14

Recruiting, Interviewing,
Selection, Assessment of

Personnel and Promotion. . . 40 64 16

Maintaining Efficient and Up-
To-Date Personnel Records. . 40 55 5

Job Analysis and Job

Evaluation Methods . 38 80 21

Employee Benefit Plans 37 48 11
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TABLE 18

FINANCIAL MANAGEMENT
(N=18)

"Should Have"

"Should Have"

and "Could Use"

"Subordinates'

Needs"

Percent Percent Percent

Dadgets 0 50 50 28

Managerial Accounting 31 50 6

Fundamentals of Financial

Reporting and Statement

Analysis 31 37 19

New Developments in Equipment
Replacement Policy . . . . 29 58 18

Financial Planning and Fore-

casting 25 44 13

Taxes 4
15 38 15

TABLE 19

EANUFACTURING AND PRODUCTION
(N=52)

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'
Needs

n

Percent Percent Percent

Value Analysis . . . 56 80 36

Quality Control 56 76 38

Maintenance Planning and

Control 53 69 37

Engineering Economy 48 78 30

Automation .
48 74 26

Methods Analysis and Work

Simplification . . 47 74 39

Materials Handlint; 46 77 38

Production Planning and

Control Management 46 71 27

Inventory Management 34 62 19

Organization and Management of

Purchasing Operations. . . . 28 56 15

14



TABLE 20

MARKETING
(N=20)

"Should Have"
"Should Have"

and "Could Use"
"Subordinates'

Needs"
Percent Percent Percent

Marketing Management 25 55 10
Product Planning 21 68 11
Application of Management

Science and Computers to
Marketing Problems 16 37 5

Marketing Research 15 50 5

Fundamentals of Marketing 11 64 11

Fundamentals of Pricing. 11 50 11

Physical Distribution Methods. 11 37 5

Brand Marketing. OOOOO 5 16 11
Packaging Design and
Development . 0 11 11

TABLE 21

SALES MANAGEMENT
(N=19)

"Should Have" "Subordinates'
"Should Have" and "Could Use" Needs"

Percent Percent Percent

Training of Field Salesmen . . 22 55 6

Selection and Evaluation of
Field Salesmen . 22 44 6

Supervision of Field Salesmen. 17 56 6

Compensation of Field Salesmen 17 50 6

Motivating Salesmen. . . . . 16 58 5
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TABLE 22

INTERNATIONAL MANAG...NiENT

(N=13)

"Should Have"
"Should Have"

and "Could Use"
"Subordinates'

Needs"

Percent Percent Percent

Monetary Exchange Problems . 8 8 15

International Understanding. 0 8 8

Commercial Policy and Trade
Control 0 8 8

International Law 0 8 8

Sources of Funds: Financing of
Day-to-Day Transactions. . . 0 8 8

British Commonwealth, United
Nations, including Inter-
national Monetary Fund and
World Bank and Their Role
in World Trade OOOOO 0 0 8

United States Foreign Economic

Policy 0 0 8

International Economic

Analysis 0 0 8

Appraising and Developing
Foreign Markets 0 0 8

TABLE 23

RESEARCH AND DEVELOPMENT
(N=20)

"Should Have"
"Should Have"
and "Could Use"

"Subordinates'

Needs"

Percent

Guidelines for Selecting and .

Percent Percent

Appraising New Projects. . . 30 40 20

Planning Budgeting and Control
of Projects OOOOO 26 31 16

Evaluation of the Research and

Development Programs . . . 22 39 17

Supervision and Management of
Research Services. . . . 11 37 21

Building Research and
Development Teams 11 32 21
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Personal, Educational, and Professional Background

Thirty-four percent (N=26) of the 79 middle managers were 40 years

of age or younger. This means that they have at least 25 more

years of productive employment. Ninety-one percent (N=72) had com-

pleted high school, 48 percent (N=38) had the bachelor's degree,

and four percent (N=3) had the master's degree. No one had the

doctorate. Four percent (N=3) went to business school and ten

percent (N=8) went to trade school. The major fields of study for

the undergraduate and graduate degrees are given below:

TABLE 24

MAJOR FIELDS OF STUDY OF COLLEGE GRADUATES

Number

Bachelor's

Number
Master's

Business Administration 6 1

Education . . OOOOOOOOOOO 2 1

Engineering 21 1

Ltberal Arts 5 0

Mineral Industries 2 0

Psychology 1 0

Other (not specified) 1 0

Total 38 3

The major areas of work for the middle managers in the Primary Metals

industry are shown belaw:

TABLE 25

MAJOR AREAS OF WORK

Number

Managers

Percent

Managers

Administration 16 21

Engineering 15 19

Finance 4 5

Industrial Relations.. OOOOO 4 5

Maintenance OOOOOOOOO . 5 6

Manufacturing 20 26

Marketing and Sales O OOOOOO 9 12

Production Control -- Records 4 5

Other (not specified) OOOOO 1 1

Total 78 100
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Methods of Updating

Sixty-five percent (N=51) of the middle managers would take a credit

course and 81 percent (N=63) would take a non-credit course if they

were offered locally.

Two managers were currently enrolled for the bachelor's degree. Six

managers planned to enroll: two for the associate degree, three for

the master's, and one for the doctorate. Of the eight who were en-

rolled or planned to enroll, the major fields of study were three in

business administration, two in engineering, and one in another field

which was not specified.

Seventy-five percent had no plans for further degree work and their

reasons are given below:

TABLE 26

REASONS FOR NOT UNTERTAKING ADDITIONAL FORMAL EDUCATION

Number Percent

Managers Managers

Don't have the time 22 37

Live too far from educational center. . . 8 14

Not interested 7 12

Job demands no more education 3 5

Cannot afford it 3 5

Can do better on my own 3 5

Not a high school graduate 3 5

Other (not specified) 10 17

Total 59 100

The variety of educational zethods used by middle managers for up-

dating within the past four years follows:

TABLE 27

EDUCATIONAL METHODS USED FOR UPDATING WITHIN THE PAST FOUR YEARS

(N=79)

Attendance at regional or national meetings

Number

Managers

Percent

Managers

of professional societies 39 49

Workshops or seminars on managerial topics . . 29 37

Company in-service training courses. 23 29

Managerial development within company. . 21 27

Short refresher courses at colleges or

universities 9 11

Correspondence courses . . . 7 9

Television courses 6 8

Workshops or seminars in liberal arts

or humanities 3 4
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Many sources of information were used by the middle managers to keep

up with new developments. Table 28 lists these sources.

TABLE 28

SOURCES OF INFORMATION USED IN UPDATING

(N=78)

Percent

a)

a)
1-4

>1 r-I XI
r-I 4-1 0 0
4.) 4-1 ta 1-4

O a) rt 14
0,) 00 I-4 4J 0
O cO 0 1, >
cr i4 N z

0.) a) 0 CU W $4 a) 0
0) w > La 0) cu (:) ta 0 144

Discussion with company personnel

44

(informal or formal) 74 24 1 0 1

In-plant reports and bulletins . . 58 31 0 7 4

Subordinate-superior discussions

or meetings 58 31 6 1 4

Manufacturer's literature 44 37 10 8 1

Management journals 37 46 9 5 3

Technical books, reports,
abstracts, and indexes 34 30 26 9 1

Scientific and technical

journals , 6666 32 46 17 4 1

Business reports .
27 47 15 8 3

Lectures, conferences, work-
shops, and seminars OOOOO 21 27 23 13 16

Professional society meetings 17 45 21 13 4

Company in-service courses . 17 19 19 21 38

Use of consultants. 4 21 33 36 6

College and university evening
courses op 0 OOOOOOOO 1 6 6 56 31

College and university day
courses . OOOOOOO 0 3 3 84 10

Middle managers responded to a listing of seven educational media,

other than classroom instruction, through which fhey would take

courses. (Table 29)
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TABLE 29

PREFERENCE FOR MEDIA OF COURSE PRESENTATION
(N=79)

Number Percent

Mama! geausa

Correspondence courses 41 52

Programmed instruction OOOOOOO c . 34 43

Educational television 29 37

Courses recorded on tapes 10 13

Courses recorded on records 9 11

Two-way radio courses 7 9

Two-way telephone courses 5 6

Other (not specified) 6 8

Company Attitudes Toward Education

Of the 76 managers responding to a question on the attitude of their

immediate superior toward continuing their education, 42 percent

(N=32) said the superior encouraged them and 55 percent (N=42) said

the superior was noncommittal. Three percent (N=2) said the

superior discouraged them.

Middle managers reported their perception of company attitudes toward

participation in professional and educational activities, as noted

below:

TABLE 30

MANAGERS' PERCEPTION OF COMPANY POLICY

TCQARD PROFESSIONAL DEVELOPMENT
(N=73)

Attend company training

Encourages Noncommittal Discourages Do Not Know

Percent Percent Percent Percent

courses 82 3 1 14

Attend professional
meetings 81 14 1 4

Hold office in
professional societies. 67 23 0 10

Attend seminars and work-

shops away from the

company 64 21 1 14

Write technical and pro-
fessional papers 55 25 1 19

Enroll for advanced work 53 22 3 22

Educational leave of

absence 4 14 21 61
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Forty-five percent of the middle managers indicated that they were
employed by companies which provided in-service training; 50 percent

were not, and five percent did not know. Forty-two percent said

tue training was entirely on company time, 30 percent said it was
partly on company time, ten percent said it was not on company time,

and 18 percent did not know.

Sixty-five percent reported that their company had an educational

assistance plan. Twenty-two percent said it did not and 13 percent

did not know. Sixty-two percent said the course had to be job-

related in order to qualify for financial assistance.

The proportion of tuition paid by the company,as indicated by the

47 managers who responded to this question, follows:

TABLE 31

PROPORTION OF TUITION PAID

Number

Menagers,

All or almost all 9

About 3/4 5

About 2/3 5

About 1/2 20

About 1/3 1

Less than 1/3. . ...... ..... 0 1

Don ' t know 6

Total . ....... ...... 47

The following table Shows the maximum amount of tuition paid per year

by the companies for which the middle managers work:

TABLE 32

MAXIMUM AMOUNT OF TUITION
PAID PER YEAR

More than $300 . . OOOOOOOOO OOOOO

Number

Manages

11

251 - 300 0 2

201 - 250 0

151 - 200. . OOOOOO ., OOOOOOOO 2

101 - 150. 2

51 - 100. . . . OOOOOOOOOOOOOO 3

50 or less OOOOOOOO IP 0

Don't know . OOOOOOOOO OOOOOO 26

Total 46
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When asked about the effect of available company educational assis-
tance in motivating them to undertake further education, 26 percent
of the middle managers said it had strongly encouraged them, 23
percent said it had partially influenced them, and 51 percent said
it had no effect. There is an inconsistency here: while 49 percent
said the availability of financial aid motivated them to some extent,
only two persons were actually enrolled and six were planning to
enroll. However, same who had completed their educational objectives
may have been so motivated at the time they were enrolled.

FIRST-LINE SUPERVISION

In the industrial category of Primary Metals, 87 first-line supervisors
from 13 companies completed the questionnaire. First-line supervisors
were defined as "those whose major activities have to do with supervisory
and foreman activities." The supervisors responded to a listing of 16
course titles in the area of supervisory responsibility. They provided
information on their personal, educational, and professional background,
methods of updating, and company attitudes toward education.

Educational Needs

The 87 first-line supervisors in the category of Primary Metals were asked
to indicate which of the 16 courses listed in the questionnaire they
"Should Have," "Could Use," or "Don't Really Need." The following courses
were rated "Should Have" by 50 percent or more of the supervisors:

"Should Have"
Percent

Fundamentals of the Supervisor's Job . 70

Leadership 63

Communications OOOOOOOOOOOOOOOO .. OOOOO 57

Inter-Departmental Cooperation 54

Decision Making. OOOOOO . . OOOOOOOO
Human Aspect of Management OOOOOOO . . 53

The Tools and Techniques of Effective Supervision. . . 51

Table 33 gives the "Should Have" and the combined "Should Have" and "Could
Use" needs for the entire listing of 16 courses, according to four
groupings.
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TABLE 33

FIRST-LINE SUPERVISION TRAINING NEEDS
(N=87)

Principles of Supervision

"Should Have"
"Should Have"

and "Could Use"
No. No.

Fundamentals of the Supervisorb Job. . 61 70 79 91

Decision Making 46 54 74 87

Inter-Departmental Cooperation . 45 54 71 85

The Tools and Techniques of Effective
Supervisioa . . ..o OOOOOO . 43 51 69 82

Supervisor's Role in Employee Discipline 39 47 69 83

Supervisor's Role in Company Economics 37 45 68 82

Employee Training and Evaluation

Evaluation of Employee Performance . . 36 43 67 80

Safety 35 42 68 81

Employee Training 23 27 61 72

The Supervisor and the Union

Grievance Procedure and Arbitration . 31 37 64 77

Labor Relations 25 30 59 71

Labor Relations Legislation 12 15 39 48

Developing Those We Supervise

Leadership
t

Communications
53

48

63

57

73

73

87
,..,

Human Aspect of Management . 45 53 76 89

Developing the Work Team 30 35 67 79

Background Information of First-Line Su ervisors

Personal, Educational, and Professional Background

Forty percent (N=35) of the first-line supervisors were 40 years of
age or younger. Seventy-six percent (N=65) were high school graduates,

nine percent (N=8) had the bachelor's degree, and no one had the

master's degree or the doctorate. Ten percent (N=9) had gone to
business school and 13 percent (N=11) to trade school. The major

fields of study are indicated in the follawing table:

01.
M./.
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TABLE 34

MAJOR FIELDS OF STUDY OF COLLEGE GRADUATES

Number
Bachelor's

Architecture OOOOOOOOOO OOOOO 1

Business Administration OOOOO 1

Education OOOOOOO e 1

Engineering OOOOO OOOOO 4
Mineral Iadustries. . ow 1

Total. OOOOOOOOO 8

Below is a listing of the major areas of work for the first-line
supervisors in the Primary Metals industry:

TABLE 35

MAJOR AREAS OF WORK

Number

Supervisors
Percent

Supervisors

Administration. . OOOOOOOO 6 7
Engineering OOOOOOOOO . 8 10
Finance 1 1

Industrial Relations. OOOOO 1 1

Maintenanre 9 11
Manufacturing 33 39
Marketing and Sales 2 2

Production Control -- Records 9 11
Purchasing and Procurement. 2 2

Service (yard and labor personnel,etc.) 7 8
Traffic and Transportation. , O OOOO 3 4
Other (not specified) OOOOO 3 4

Total 0 OOOOO 84 100

Methods of Updating

Fifty-seven percent (N=49) of the first-line supervisors would take
a credit course and 81 percent (N=70) would take a non-credit course
if they were offered locally.
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Two of the supervisors were currently enrolled for the bachelor's

degree. Six planned to enroll: MO for fhe associate degree, three
for the bachelor's, and one for the master's. The major fields of

study were: six ia business administration, one in education, one

in engineering, one in law, and one in another field which was not

specified.

For the 68 supervisors who did not have plans for further formal
education, the following reasons were indicated:

TABLE 36

REASONS FOR NOT UNDERTAKING ADDITIONAL FORMAL EDUCATION

Number

Supervisors

zrcent
Supervisors

Don't have the time 22 33

Cannot afford it 13 19

Live too far from educational center 8 12

Not a high school graduate 7 10

Job demands no more education 3 4

Not interested 2 3

Can do better on my own 1 1

Other (not specified) 12 18

Total 68 100

First-line supervisors had used a variety of educational methods for

updating within the past four years.

TABLE 37

EDUCATIONAL METHODS USED FOR UPDATING WITHIN THE PAST FOUR YEARS
(N=87)

Number

Supervisors

Percent

Supervisors

Managerial development within company . 23 26

Company in-service training courses . 22 25

Workshops or seminars on managerial

topics 18 21

Correspondence courses 18 21

Attendance at regional or national

meetings of professional societies. . . 15 17

Television courses. OOOO e OOOOO 6 7

High school courses to improve job
performance . . . ********* 2 2

Short refresher courses at colleges

or universities 1 1
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0

The sources of information used by first-line supervisors in keeping

up to date with new developments are shown in the following table:

TABLE 38

SOURCES OF INFORMATION USED IN UPDATING
(N=80).

Percent

0
ri

>1
00

0 M
rl
4.1 % mr1
O 0
O on m cu Q m

O m p> rl 0 'V >
Ce P 4.1 Z

0 0 0 0 0 4.1 0 0
u) $4 > W M 01-1 0 M 044

Discussion with company personnel
(informal or formal) 53 41 4 1 1

In-plant reports and bulletins . 49 39 5 1 6

Subordinate-superior discussions

or meetings 48 41 4 4 3

Manufacturer's literature. 0 26 41 15 9 9

Management journals 22 38 13 13 14

Use of consultants OOOOO . 15 21 13 45 6

Scientific and technical journals. 14 35 22 21 8

Technical books, reports,
abstracts, and indexes . . . 11 42 21 15 11

Lectures, conferences, workshops,

and seminars 11 27 26 19 17

Professional society meetings. 8 14 19 55 4

Company in-service courses . . 8 11 15 21 45

Business reports 5 37 30 20 8

College and university evening
courses . 1 4 7 66 22

College and university day

courses. 0 1 4 84 11

First-line supervisors checked a listing of seven educational media,

which did not include formal classroom instruction, to show their

preference for media of course presentation.
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TABLE 39

PREFERENP, FOR MEDIA OF COURSE PRESENTATION
(N=87)

Correspondence courses

Programmed instruction
Educational television . OOOO

Number

Supervisors

Percent

Supervisors

52

47

28

60

54

32

Courses recorded on tapes. . . . . . , 15 17

Courses recorded on records 14 16

Two-way radio courses 4 5

Two-way telephone courses 1 1

Other (not specified) 3 3

Company Attitudes Toward Education

A total of 81 first-line supervisors responded to a question on the

attitude of their immediate superior toward continuing their edu-

cation. Forty-seven percent (N=38) said the superior encouraged

them; 53 percent (N=43) said he was noncommittal, and no one said

he discouraged him.

The attitude of the company as percetved by first-line supervisors

toward participation in educatioaal and professional activities is

reported in the following table. The high percent who did not know

company policy indicates either a lack of policy or a lack of

communication.

TABLE 40

SUPERVISORS' PERCEPTION OF COMPANY

POLICY TGWARD PROFESSIONAL DEVELOPMENT
(N=82)

Attend company training

picoura es Noncommittal pluasavl
Percent

Do Not Know

Percent Percent Percent

courses OOOOOO 77 5 0 18

Attend professional
meetings 67 6 0 27

Enroll for advanced work 60 10 1 29

Hold office in pro-
fessional societies. 49 11 0 40

Attend seminars or work-
shops away from the

company 43 10 0 47

Write technical and pro-
fessional papers . 38 7 0 55

Educational leave of

absence OOOOOO 4 4 5 87
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Thirty-one percent of the supervisors indicated that they were
employed by companies which provided in-service training; 57 percent
said their company did not provide it and 12 percent did not know.
Twenty-nine percent said the training was completely on company timed

35 percent said it was partly on company time, two percent said it
was entirely on the men's own time, and 34 percent did not know.

Forty-four percent reported that their company had an educational
assistance plan; 36 percent said it did not, and 20 percent did not

know. Forty-three pe:ctent said the course must be job-related in

order to qualify for educational assistance.

The proportion of tuition paid by the company, as indicated by the
33 supervisors who answered this question, is shown in the table

. below:

TABLE 41

PROPORTION OF TUITION PAID

Number

5.222ariam

All or almost all. 5

About 3/4 3

About 2/3 0

About 1/2 9

About 1/3 0

Less than 1/3 0

Don't know 16

Total 33

Table 42 shows the maximum amount of tuition paid per year by the

companies employing the first-line supervisors.

TABLE 42

MAXIMUM AMOUNT OF TUITION
PAID PER YEAR

Number
Supervisors

More than $300 3

251 - 300 . . . 0

201 - 250 0

151 - 200 1

101 - 150. . ........... . ...... 0

51 - 100 . . . . 0

50 or less. . . . . ........ . . ...... 0Don't know. ..... 27

Total .............. 31
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When asked what the effect of available financial assistance was on
their motivation to undertake further education, 29 percent of the
supervisors said it strongly encouraged them, 42 percent said it
partially influenced them, and 29 percent said it had no effect.
The seeming inconsistency that was noted for the middle managers
applies to the supervisors: while 71 percent said that the avail-
ability of financial aid had motivated them to some extent to
undertake additional education, only two of the 87 respondents were
actually enrolled and six were planning to enroll.

COMPARISON OF NEEDS OF MANAGERS AND SUPERVISORS IN THE PRIMARY METALS
INDUSTRY WITH THOSE OF MANAGERS AND SUPERVISORS IN TOTAL REPORT

The educational needs of managers and supervisors in the industrial category
of Primary Metals as compared with needs of those in business and industry
as seen in thv total report, "Managerial and Supervisory Educational Needs
of Business and Industry in Pennsylvania," were relatively higher and more
numerous, except for those supervised by middle management.

Top Management

Of the 48 subjects listed, the following were indicated as "Should Have"
needs by 50 percent or more of the top managers:

"Should HavP"

Percent

Primary
Metals

Total

/1222.11
N=705,N=55

Communication in the Organization. **** . 67 59
Effective Written Communications . . 53 50
Human Aspect of Management ******** 54 *
Industrial Organization and Administration 52 *
Managerial Motivation 52 *
Effective Reading Skills 52 *
Effective Speaking 51 50
Working Effectively with Individuals and Groups. . . 51 *
Planning and Utilization of Physical Facilities. . 51 *
Management Development * 53

Long-range Planning and Forecasting for
Corporate Growth 'tt * 50

Overall Strategy and Goals * 50

* Less than 50 percent
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Fifty percen,: or more of the top managers thought that those they supervise
needed the following subjects:

"Subordinates'

Needs"

Percent

Primary Total

Metals Man
N=55 N=705

Effective Speaking . OOOO OOOOOOOO 0 II 83 67

Effective Written Communications 81 74

Working Effectively with Individuals and Groups. 78 66

Communication in the Organization 73 65

Effective Reading Skills 71 62

Listening Skills 71 62

Performance Appraisal and Counseling Techniques. . 67 57

Creativity and Innovation 65 *

Management Development 61 56

Human Aspect of Management 60 54

Management Reporting Systems 59 *

Industrial Organization and Administration . . . . 59 *

Operations Planning and Control 53 *

Managerial Motivation 52 *

* Less than 50 percent

Middle Management

Of the 54 subjects linted, 50 percent or more of the middle managers in
Primary Metals and in the total report indicated a "Should Have" need for

the following:

"Should Have"

Total
Report

Percent

Primary
Metals

N=79 N=1,202

Effective Communication in the Organization. 80 64

Working Efficiently with Individuals . OOOOO 70 65

Management Development Go OOOOO 67 66

Supervisory Training and Employee Development. . . 55 53

Listening Skills . . ,.
55 *

Oral Presentation of Reports 54 *

Effective Reading Skills 54 *

Creativity and Innovation. OOOOOOO 52 *

Effective Report Writing 51 *

Business Letter Writing 50 *

* Less than 50 percent
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Subjects which 50 percent or more of the middle managers thought repre-
sented educational needs of those they supervise were:

"Subordinates'
Needs"

Percent

Primary
Metals.

Total

&port
N=79 N=1,202

Effective Communication in the Organization . . . 57 56

Supervisory Training and Employee Development. 55 61

Working Efficiently with Indtviduals . . 51 62

Listening Skills OOOOOOOOOOOOO 4 * 50

* Less than 50 percent

First-Line Supervision

Fifty percent or more of the first-1412e supervisors said they "Should Have"

the following of a lisUng of 16 subjects:

"Should Have"
Percent

Primary
Metals

Total

MUSS.
N=87 N=1,713

Fundamentals of the Supervisor's Job OOOOO 70 64

Leadership . OOOOO 63 57

Communications 57 51

Decision Making 54 54

Inter-Departmental Cooperation 54 *

Human Aspect of Management 53 53

The Tools and Techniques of Effective Supervision. 51 55

* Less than 50 percent
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RECOMMENDATIONS

For the total report, "iianagerial and Supervisory Educational Needs of

Business and Industry in Pennsylvania," the follawing recommendations

were made:

For the University

1. The need for additional training in the area of communications -

such subjects as report writing, effective speaking, conference
leadership -- WAS strong for all three level of management and
also for those supervised by top and middle management. The

University Should expand its programs in this field and make
them available at locations convenient to business and industry.

2. Management development was much needed by both top and middle

management and those they supervise. While historically the

University has been a leader in this field, its efforts should

be intensified.

3. Middle management expressed a high need for themselves and for

those they supervise in human relations. The number of programs

in this field should be increased at the local level by the

University.

4. To meet the significant educational needs presented quantitatively
by this study, the University should expand its offerings of
courses, seminars, workshops and institutes for all three levels of

management, and make them available at convenient locations.

5. When classroom instruction was excluded, the largest number of
middle managers and first-line supervisors said they would take

courses by programmed inotruction, correspondence, and educational

television. Consideration should be given to offering more courses

using these three media to help meet the self-perceived educational

needs of managers and supervisors.

For Business and Indu_s_.=

1. Information on company policies toward participation in educational
activities should be ouch more widely disseminated among middle

managers and first-line supervisors. A large percentage do not

knaw the policy of their company.

2. Companies should encourage their employees to take advantage of

financial aid which is available for education.

3. The fact that a large number of management personnel felt their
superiors' attitude toward their further education was noncommittal
makes it necessary for the company to take steps to remedy this

condition.
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4. Companies should help their managers to realize and meet the needs
presented by the increasing complexity of modern business and

industry. A number of the subjects which appear to be an integral

part of modern management were not perceived as needed by the

managers and supervisors who took part in this study.

5. Since the participants felt that the most frequent method of
obtaining new information for updating was through discussion with

company personnel, the company should be aware of the great

potential of this means of dissemination of information.

6. Since about four out of ten managers are employed in companies

which do not have in-service educational programs, consideration
should be given to the development of additional in-service programs.

7. Companies should find ways of motivating their employees to avoid

obsolescence in a rapidly ehanging, competitive business world.

8. Greater consideration should be given to the use of all available

educational media, such as programmed instruction, correspondence
courses, educational television, and attendance at professional

meetings and workshops.

For the Individual Mana er and Su ervisor

1. The individual should take the initiative in selecting the most
appropriate media to help him grow with the job and meet the

challenges of the future.

2. He should be aware of available financial assistance plans and other

educational activities provided by his company which may aid him in

meeting his educational objectives.

For Professional Associations

1. Professional associations should assist the companies in encouraging

more educational activities by sponsoring workshops and meetings,

subsidizing training activities, and aid in the dissemination of

information to prevent technological and managerial obsolescence.
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MANAGER/AL AND SUPERVISORY EDUCATIONAL NEEDS IN THE
PROFESSIONAL, SCIENTIFIC, AND CONTROLLTNG INSTRUMENTS

INDUSTRY IN PENNSYLVANIA

INTRODUCTION

The education and training of managers is a major problem of business and
industry today. There are a number of conditions facing business and
industry which indicate the need for this study. Among them are:

1. There is a significant increase in managerial positions and a
resulting increase in the need for managerial education and training.
Managerial positions are increasing faster than the increase in the
total work force. Education is needed to keep up to date and prevent
obsolescence, and must be a continuing process.

2. The rapid growth of managerial knowledge has increased the importance
of disseminating and applying such information.

3. Greater emphasis is being placed on leadership and motivation in
developing competence and resourcefulness.

4. There is a need for greater emphasis on long-range planning.

5. Companies must operate in increasingly complex and competitive
environments, Ncw skills and abilities are needed for new types
of work, and in today's highly competitive market improved
efficiency becomes more important.

6. Greater emphasis is being placed on international management. The

international aspects of business will become more important for

more companies in the future, as a greater proportion of sales and
profits of many domestic firms comes from abroad.

7. Scientific research and development are necessities for business
growth. The manager must know how to make use of the results of
research.

8. Computer operations and data processing are expanding. Computer
techniques are far in advance of their application by managers.

Continuing Education has undertaken a study of this problem because of the
responsibility of The Pennsylvania State University to the citizens of the
Commonwealth in determining educational needs and in cooperation with other
educational institutions to provide education to meet such needs,
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SURVEY PROCEDURES

This report is a specific segment of a larger study,* and is based on

responses from 127 managers and supervisors from seven companies in the

Professional,Scientific, and Controlling Instruments industry in Pennsyl-

vania. The survey utilized three questionnaire forms, one for each level

of management: top management, middle management, and first-line super-

vision. Each questionnaire listed courses in a number of managerial areas

pertinent to managerial personnel. The respondents checked one of three

choices: "Should Have," "Could Use," and "Don't Really Need." Top and

middle management were asked to indicate the courses that represented

educational needs of those they supervise in addition to their own needs;

this was not asked of first-line supervision. Middle management and first-

line supervision provided information on their educational background,

methods of updating, and company attitudes toward education; this was not

asked of top management.

SUMMARY

Top Management

Of 48 courses listed three were checked by 50 percent or more of top managers

as "Should Have." (Page 3)

For those they supervise, 50 percent or more of top managers said four

courses were needed. (Page 3)

Middle Management

Fifty percent or more of the middle managers expressed a "Should Have" need

for six courses in the areas of general management, behavioral science and

management, and communication, out of 54 courSes listed in six areas.

(Page 8)

Those supervised by middle management were thought by 50 percent or more of

the managers to need only one of the listed courses. (Page 8)

The educational level was very high* with 76 percent having the bachelor's

degree. Middle managers had used many methods of instruction and sources

of information for updating, and reported generally favorable attitudes

toward education on the part of their companies. (Pages 15-18)

* Dubin, S.S., A1derman, E., and Marlow, H.L., 1Managerial and Supervisory

Educational Needs of Business and Industry in Pennsylvania," The Pennsyl-

vania State University, 1967. A total of 3,620 managers at three levels

in 250 companies took part in the survey: 705 top managers, 1,202 middle

managers, and 1,713 first-line supervisors. Twenty-two industrial cate-

gories and eight sizes of companies were represented in this study.
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First-Line Suriervision

Fifty percent or more of the first-line supervisors reported a "Should Have"

need for two of 16 courses. (Page 20)

Fourteen percent of the supervisors had the bachelor's degree. They had

used a variety of methods for updating and many sources of information,

and thought their companies had a favorable attitude toward continuing

education. (Pages 21-25)

TOP MANAGEMENT

In the industrial category of Professional, Scientific, and Controlling

Instruments, 12 top managers from seven companies completed the questionnaire.

Top managers were defined as "senior executives who direct an enterprise as

a whole or who head the major divisions."

Educa io eeds h reas o er 1 Res onsib

The questionnaire for top management consisted of 48 suggested courses on

management subjects. These were in the areas of:

General Management (14 subjects)

Behavioral Science and Management (6 subjects)

Communications Techniques (4 subjects)

Economics (2 subjects)
Quantitative Methods Applied to Business and /ndustry (2 subjects)

Industrial Relations and Personnel Management (7 subjects)

Financial Management (4 subjects)

Manufacturing and Production (3 subjects)

Marketing (4 subjects)

International Management (2 subjects)

The courses for which top management indicated a "Should Have" need of 50

percent or more were:

fghlUidA129.2
Percent

Product Planning 58

Effective Reading Skills 58

Improving Decision Making of Managers 50

Fifty percent or more of the top managers indicated that those they supervise

needed the following courses:

"Subordinates'
eeds"

Percent

Effective Witten Communications 58

Working Effectively with Individuals and Groups . 55

Creativity and Innovation 55

Management Development 50

3



Tables 1 through 10 show the extent of the,top managers needs for each
subject listed, ranked according to the "Should Have" response. Also
included in the "Subordinates' Needs" column are the subjects indicated
by top management as being needed by those they supervise.

TABLE 1

GENERAL MANAGEMENT
(N=12)

"Should Have"

ALILUgggliSEPI

"Subordinates'

Needs"

Improving Decision Mhking of
Managers . OOOOO

Industrial Orlanization and
Administration OOOOO

Percent

50

45

Percent

67

81

Percent

33

36

Impact of Computer Technology, 42 67 8

Management of Research and
Development 40 50 40

Long-range Planning and Fore-
casting for Corporate Growth 33 75 25

Effective Utilization of Man-
power Resources and Allocation 33 58 17

Policy Formation OOOOO 25 75 42

Management Reporting Systems . . 25 75 33

Overall Strategy and Goals 25 75 8

Ethical Considerations in
Business OOOOOO 25 58 17

Impact of Government Legislation
and Controls on Business 25 50 25

Impact of Science and Technology
on Business Management 17 67 25

Managing Major Change in
Organizations 17 42 17

Impact of Multinational Aspects
of Planning and Control 1 7 34 0

TABLE 2

BEHAVIORAL SCIENCE AND MANAGEMENT
(R=12)

"Should Have"
"Should Have"

and "Could Use"
"Subordinates

Needs"

Percent

Communication in the

Percent Percent

Organization OOOOO 42 67 33
Creativity and Innovation. . 36 81 55

Working Effectively with
/ndividuals and Groups . . . 36 72 55

Managerial Motivation. . 33 66 8

Human Aspect of Management . 33 50 25

Political, Social, and Cultural
Trends and Their Impact on
Business Management. 9 18 0
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TABLE 3

COMMUNICATIONS TECHNIQUES
(N=12)

"Should Have" "Subordinates'

"Should,Have" and "Could Use" ...Reeds"
Percent Percent Percent

Effective Reading Skills . . . 58 91 42

Effective Written Communications 33 66 58

Listening Skills 25 58 33

Effective Speaking 17 59 33

TABLE 4

ECONOMICS

(N=12)

"Should Have" "Subordinates'

"Should Have" and "Could,Ute" Needa"

Percent Percent Percent

Economic Trends , 25

Comparative Economic Systems . 17

TABLES

50

25

QUANTITATIVE METHODS APPLIED TO BUSINESS AND INDUSTRY
(N=12)

"Should Have"
"Should Have" and "Could Use"

Percent Percent

Survey Course on Quantitative
Methods

Statistical Decision Theory.
23 58

8

"Subordinates'
Needs"

Percent

25

17 59 17



TABLE 6

INDUSTRIAL RELATIONS AND PERSONNEL MANAGEMENT

(Nu12)

"Should Have"

"Should Have"
ang2pould Use"

"Subordinates'
Needs"

Percent Percent Percent

Incentives .. *** . 42 75 0

Personnel Policy Affecting Wage

and Salary Structure . . . . . 42 67 25

Management Development 33 66 50

Performance Appraisal and

Counseling Techniques. . . . 33 66 42

Criteria and Selection of

Personnel 25 , 50 25

Personnel Policy Affecting

Employment Practices 18 54 36

Personnel Policy. Affecting

Labor-Management Relations . . 18 54 27

TABLE 7

FINANCIAL MANAGEMENT
(N=11)

"Should Have" "Subordinates'

"Should gave" an1 212111Ajapstt

Percent Percent Percent

Financial Planning and

Forecasting 36 72 9

Fundamentals of Financial

Reporting and Statement

Analysis 27 54 36

Capital Budgeting, . . 27 54 18

Managerial Accounting and

Budgeting 18 82 45

TABLE 6

MANUFACTURING AND PRODUCTION
(N=11)

"Should Have" "Subordinates'

"Stould Haye" and "Could pse" Needs"

Percent Percent Percent

Operations Planning and Control, 36

Planning and Utilization of

Physical Facilities 36

Operations Research Applied to

Production . 18

6

63

63

36

27

18

27



TABLE 9

MARKETING
(N=12)

"Should Have" "Subordinates'

"Should Have" gnA2Could Use" Needs"

Percent Percent Percent

Product Planning . OOOOO 58 91 25

Pricing. . 33 66 25

Marketing Research ..... . 25 67 0

Logistics Planning 0 25 0

TABLE 10

INTERNATIONAL MANAGEMENT
(N=12)

"Should Have" "Subordinates'
"Should Have" saugoluse Needs"

Percent Percent Percent

International Understanding. . . 0 33 8

International Economic Analysis. 0 25 0

MIDDLE MANAGEMENT

In the industrial category of Professional, Scientific, and Controlling
Instruments, 46 middle managers from seven companies completed the question-
naire. Middle managers were defined as "personnel assigned to executive
duties in the area between senior executives and supervisors."

Educational Needs Nithip Areas ofz..Magerlitljematabilit.y.

The six areas of the questionnaire answered by all middle managers were as
follows:

General Management (13 subjects)

Behavioral Science and Management (7 subjects)

Communication (7 subjects)
Economics (8 subjects)

Quantitative Methods Applied to Business and Industry (15 subjects)

Computer Operations and Data Processing (4 subjects)

Managers were asked to indicate which of the 54 courses listed in the ques-
tionnaire they "Should Have," "Could Use," or "Don't Really Need." They

were also asked to indicate the courses needed by those they supervise.

7



The following courses were rated "Should Have" by 50 percent or more of the

middle managers:

"Should jiave"

Percent

Management Development 77

Effective Communication in the Organization . 73

Creativity and Innovation . 67

Working Efficiently with Individuals 60

Oral Presentation of Reports 55

Performance Appraisal and Counseling

Techniques 51

The only course which 50 percent or more of the middle managers thought those

they superviae needed was Effective Communication in the Organization at 52

percent.

Table311 through 16 present the data on the six general areas of managerial

responsibility which were answered by all the middle managers in the

Professional, Scientific, and Controlling Instruments category.

TABLE 11

GENERAL MANAGEMENT
(N=45)

"Should Have"

"Should Have"
and "Could Use"

"Subordinate'
Needs"

Percent Percent Percent

Management Development 77 96 33

Working 'Efficiently with

Individuals 60 100 49

Performance Appraisal and

Counseling Techniques 51 81 30

Supervisory Training and
Employee Development 45 83 45

Criteria and Selection of
Personnel for Promotion. . . 45 74 33

Effective Utilization of
Manpower Resources and

Allocation 36 65 27

Analyzing Organizational
Behavior 34 70 27

Long-range Planning and Fore-
casting for Corporate Growth 32 64 16

Impact of Science and Technology
on Business Mhnagement . . 29 79 17

The Application of Information
Technology on Decision Making. 24 62 17

Impact of Computer Technology. . 23 65 23

Principles and Analysis of
Office Systems 19 56 21

Impact of Government Legislation
and Controls on Business 18 52 14

8



TABLE 12

BEHAVIORAL SCIENCE AND MANAGEMENT
(N=43)

"Should

"Should Have"
and "Could Use"

"Subordinates'
Neec_lime

Percent Percent Percent

CreatAvity and Innovation. . . 67 91 40

Human Aspect of Management . . . 40 77 28

Management Psychology. . 30 74 16

Understanding Group Interaction
and Behavior 26 74 19

Industrial Sociology 9 51 14

Social and Cultural Trends and

Their Impact on Business
Management -. 7 31 12

Impact of Consumer Behavior on

Management .. OOOOO . 5 26 10

TABLE 13

COMMUNICATION
(N=45)

"Should Have"
"Should Have"

ALIL21221/.1102.
Percent

"Subordinates'
peds"

Percent

Effective Communication in the

Pexcent

Organization . 73 96 52

Oral Presentation of Reports . . 55 82 41

Conference Leadership . . 47 84 16

Effective Reading Skills . . . . 44 81 42

Listening Skills OOOOO 42 77 37

Effective Report Writing . . . . 38 78 40

Business Letter Writing 30 71 41

9



TABLE 14

ECONOMICS

(N=43)

"Should Have" "Subordinates'

"Should pave" and "Qould Use" _UtedEL____
Percent Percent Percent

The Price MechanismOOOOO 40 66 16

Economics of Production and

Cost 37 77 19

Fundamentals of Economics. . . 19 52 28

Economics of Technology and

Innovation 14 51 5

The Economic Systems of the

United States 12 47 14

Economic Trends 9 46 9

Comparative Economic Systems . 7 33 9

International Economics. 7 28 5

TABLE 15

QUANTITATIVE METHODS APPLIED TO BUSINESS AND INDUSTRY

(N=43)

fphould_pave"

"Should Have"
finA "Could Use"

"Subordinates'
Needs"

Percent

Improving Decision Making of

Percent Percent

Managers O OOOO 49 79 14

Applying Program Evaluation and
Review Techniques (PERT) 0 . . 38 81 29

Statistical Procedures and

Methods. OOOOO 38 76 19

Statistical Decision Theory. . . 24 64 7

Inventory Management . . . . . . 23 53 14

Replacement Management 21 54 19

Probability Theory 21 43 12

Matrix Algebra 0 17 43 17

Review of Basic Mathematics. . 17 29 26

Calculus of Finite Differences 16 39 12

Linear Programming OO OOO 14 43 12

Calculus of Infinite Series. 14 28 14

Waiting Lines OOOOOO 12 31 7

Dynamic Programming 10 39 10

Analytic Geometry. . , . . . 5 20 7

10



TABLE 16

COMPUTER OPERATIONS AND DATA PROCESSING
(N=43)

"Should Have"

"Should Have"
and "Could Vse"

"Subordinates'

Feeds"

Percent

Applying the Computer to
Problems of Business and

Percent Percent

Management OOOOO 33 56 23

Data Systems and Processing. . 23 60 21

Mathematics of Digital Computers 15 48 18

Fundamentals of Programming for
Computer Operations . 14 59 21

If the manager's area of major responsibility was not included in the
preceding six, he was asked to complete the one of seven additional areas

that most closely corresponded to his special field of work. These were:

Industrial Relations and Personnel Management (8 subjects)

Financial Management (6 subjects)

Manufacturing and Production (10 subjects)

Marketing (9 subjects)

Sales Management (5 subjects)

International Management (10 subjects)

Research and Development (5 subjects)

The following tables, 17 through 23, show the responses for these special

fields of work:

TABLE 17

INDUSTRIAL RELATIONS AND PERSONNEL MANAGEMENT
(N=14)

akouljnayel
Percent

Job Analysis and Job Evaluation

"Should Have"
and "could Use"

"Subordinates'
Needs"

Percent Percent

Methods , 54 92 15

Managenent and Labor Relations . 54 85 15

Employee Benefit Plans . . . . 42 67 8

Recruiting, Interviewing,
Selection, Assessment of

Personnel and Promotion. . . . 36 86 21

In-plant Training. . , 31 69 31

Salary and Wage Administration 29 72 7

Maintaining Efficient and Up-To-
Date Personnel Records . . 15 53 15

Industrial Safety and Medical
Services . 8 70 38
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TABLE 18

FINANCIAL MANAGEleNT
(N=12)

"Should Hure2
"Should Have"

and "Could:MC
"Subordinates'

Needs"

Percent

Fundamentals of Financial

Reporting and Statement

Percent Percent

Analysis OOOOOOO 64 91 18

Managerial Accounting 55 73 27

Budgets OOOOOOOOO 50 75 25

Taxes ft OOOOOO 40 80 40

New Developments in Equipment
Replacement Policy 40 80 30

Financial Planning and Fote-
casting 36 63 9

TABLE 19

MANUFACTURING AND PRODUCTION
(N=18)

"Should Have" "Subordinates'

fasslAjime and "Could Use"
Percent Percent Percent

Automation 69 88 38

Methods An^lysis and Work
Simplification OOOOOO 56 87 44

Value Analysis 50 88 38

Materials Handling OOOOO . . 50 81 50

Maintenance Planning and Control 50 75 31

Engineering Economy.. 44 83 28

Organization and Management of
Purchasing Operations 41 88 29

Quality Control OOOOO 39 78 22

Production Planning and Control
Management 31 94 38

Inventory Management 29 82 24

12



TABLE 20

MARKETING
(N=13)

"Should Have"
"Should Have"

and "Could Use"
"Subordinates'

Needs"

Product Planning
Fundamentals of Pricing. . .

Nhrketing Mhnagement
Fundamentals of Marketing. .

54

46

46
10.0

77

77

69

76

15

23

15

15

Marketing Research 31 77 15

Physical Distribution Methods. 31 54 23

Brand Marketing 15 38 8

Packaging Design and Development 8 46 8

Application of Management

Science and Computers to
Marketing Problems 8 31 15

TABLE 21

SALES MANAGEMENT
(N=9)

"Should Have" "Subordinates'

"ShoulAJAIL Ba.219211Ulta Needs"

Percent Percent Percent

Selection and Evaluation of

Field Salesmen .. OOOOO 44 55 11

Training of Field Salesmen . . 33 55 11

Motivating Salesmen. . . . . . . 22 55 11

Supervision of Field Salesmen. 22 44 11

Compensation of Field Salesmen 22 44 11

13



TABLE 22

INTERNATIONAL MANAGEMENT
(N=9)

"Should Have"

"Should Have"
and "Could Use"

Percent Percent

Appraising and Developing Foreign Markets. . 33 44

International Law. OOOOOOOOOO 22 55

Monetary Exchange Problems OOOOOOO . . 22 44

International Economic Organizations . . . 22 44

International Understanding 11 44

United States Foreign Economic Policy. . . . 11 44

British Commonwealth, United Nations, including

International Monetary Fund and World Bank

and Their Role in World Trade.. OOOOO 11 33

Commercial Policy and Trade Control 11 22

Sources of Funds: Financing of Day-to-Day

Transactions 11 22

International Economic Analysis 11 11

None of the middle managers thought their subordinates needed any of the

courses in International Management.

TABLE 23

RESEARCH AND DEVELOPMENT
(N=18)

"Should Have"

JaLagg10 Use"

"Subordinates'

Needs"

Guidelines for Selecting and

Percent Percent Percent

Appraising New Projects. 35 64 18

Planning Budgeting and Control

of Projects . . 33 77 22

Evaluation of the Research and

Development Programs . . . 33 61 17

Building Research and
Development Teams . 27 54 13

Supervision and Management of

Research Services 24 71 12

14



ckround of tliddle Managers

Personal, Educational, and Professional Background

Forty-one percent (N=19) of the 46 middle managers were 40 years of

age or younger. This means that they have atleast 25 more years

of productive employment. Ninety-one percent (N=42) had completed

high school, 76 percent (N=35) had the bachelor's degree, and 17

percent (N=8) had the master's degree. No one had the doctorate.

Two percent (N=1) went to business school and nine percent (N=4)

went to trade school. The major fields of study for the under-

graduate and graduate degrees are given below:

TABLE 24

MAJOR FIELDS OF STUDY OF COLLEGE GRADUATES

Number
Bachelor's

Number
Master's

Business Administration 8 2

Engineering 18 2

Liberal Arts 6 0

Psychology. . . 2 1

Other (not specified) 1 3

Total 35 8

The major areas of work for the middle managers in the Professional,

Scientific, and Controlling Instruments industry are shown below:

TABLE 25

MAJOR AREAS OF WORK

Number Percent

Enema ticravrs

Administration 6 13

Engineering 8 17

Finance OOOOOOOOOOO ..
4 9

Industrial Relations 4 9

Maintenance . . 1 2

Nhnufacturing 6 13

Nhrketing and Sales 6 13

Production Control -- Records OOOO 1 2

Purchasing and Procurement OOOOO 1 2

Researnh and Development OO OOO . . . 6 13

Other (not specified) 3 7

Total 46 100
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Methods of Updating

Sixty-four percent (N=28) of the middle managers would take a credit

course and 67 percent (N=31) would take a non-credit course if they

were offered locally.

Two managers were currently enrolled for the bachelor's degree. Six

were planning to enroll: two for the associate degree, three for the

master's degree, and one for the doctorate. The major fields of study

were: three in business administration, two in engineering, and one

in another field which was not specified.

Sixty-seven percent had no plans for further degree work and their

reasons are given below:

TABLE 26

REASONS FOR NOT UNDERTAKING ADDITIONAL FORMAL EDUCATION

Number

Wagers
Percent

Mammas_

Don't have the time 10 32

Live too far from educational center 7 23

Cannot afford it . 3 10

Uot interested 3 10

Job demands no mDre education 2 6

Can do better on my own .
1 3

Not a high school graduate . 1 3

Other (not specified) 4 13

Total 41 31 100

Middle managers had used a variety of educational methods for up-

dating within the past four years, as listed below:

TABLE 27

EDUCATIONAL METHODS USED FOR UPDATING WITHIN THE PAST FOUR YEARS

(N=46)

Attendance at regional or national

Number
Managers

Percent

Managers

meetings of professional societies. . . . 29 63

Workshops or seminars on managerial topics. 23 50

Company in-service training courses 13 28

Managerial development within company . . 5 11

Short refresher courses at colleges or

universities 4 9

Correspondence courses.. OOOOO 4 9

Workshops or seminars in liberal arts or

humanities 2 4

High school courses 1 2
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Many sources of information were used by the middle managers to

keep up with new developments. Table 28 lists these sources.

TABLE 28

SOURCES OF INFORMATION USED IN UPDATING

(N=46)

Percent

a)

a)
r-1

>% r.4 4
1.4 4.) Cu cci

4.) 4.1 CO ri
0 CD ri 44
CD b0 t-i 4.) Cti

0 CO 0 '0 >
Cr 14 >t Z

W CI) 0 4) (IJ 14 0
A Hco 1,4 > co co CD 0 44

Discussion with company personnel

(informal or formal) 57 34 7 2 0

In-plant reports and bulletins . 46 30 12 5 7

Subordinate-superior discussions

or meetings 42 47 9 2 0

Manufacturer's literature 40 49 9 2 0

Scientific and technical journals. . 30 50 18 2 0

Business reports 28 35 15 15 7

Technical books, reports,
abstracts and indexes 27 39 32 2 0

Management journals 25 37 11 20 7

Professional society meetings. 18 41 27 14 0

Lectures, conferences, workshops

and seminars 3 4 0 10 45 26 12 7

Use of consultants 7 9 42 37 ., 5

Company in-service courses 2 19 12 26 41

College and university evening

courses 2 0 14 74 10

College and university day courses . 0 0 5 90 5
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Middle managers responded to a listing of seven educational media,

other than classroom instruction, through which they would take

courses. (Table 29)

TABLE 29

PREFERENCE FOR MEDIA OF CCaSE PRESENTATION
(N=46)

Number
Managers

Percent

Managers

Correspondence courses 23 50

Programmed instruction 20 43

Educational television 18 39

Courses recorded on records 15 33

Courses recorded on tapes 13 28

Two-way telephone courses 7 15

Two-way radio courses 5 11

Other (not specified) 1 2

Company Attitudes Toward Education

Of the 45 managers responding to a question on the attitude of their

immediate superior toward continuing their education, 33 percent

(N=15) said the superior encouraged them and 67 percent (N=30) said

the superior was noncommittal. No one said the superior discouraged

him.

Middle managers reported their perception of company attitudes toward

participation in professional and educational activities. (Table 30)

TABLE 30

MANAGERS' PERCEPTION OF COMPANY POLICY
MARD PROFESSIONAL DEVELOPMENT

(N=46)

Encourages Noncommittal Discourages Do Not Knbw

Percent

Attend professional

Percent Percent Percent

meetings 75 23 0 2

Hold office in professional
societies 62 18 0 20

Attend company training
courses 59 12 0 29

Attend seminars or workshops
away from the company. . . 56 21 7 16

Write technical and
professional papers. 55 20 2 23

Enroll for advanced work . . 46 36 0 18

Educational leave of absence 4 17 15 64
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Thirty-one percent of the middle managers indicated that they were
employed by companies which provided in-service training; 65 percent

were not, and four percent did not know. Forty-eight percent said

the training was entirely on company time, 21 percent said it was
partly on company time, three percent said it was not on company

time, and 28 percent did not know.

Eighty-two percent reported that their company had an educational

assistance plan. Seven percent said it did not and 11 percent did

not know. Fifty percent said the course had to be job-related in

order to qualify for financial assistance.

The proportion of tuition paid by the company, as indicated by the

35 managers who responded to this question, follows:

TABLE 31

PROPORTION OF TUITION PAID

Number
Managers

All or almost all 14

About 3/4 0

About 2/3 0

About 1/2 14

About 1/3 0

Less than 1/3 0

Don't know 7

Total 35

The following table shows the maximum amount of tuition paid per
year by the companies for which the middle managers work:

TABLE 32

MAXIMUM AMOUNT OF TUITION
PAID PER YEAR

More than $300

Number
Managers

8

251 - 300 0

201 - 250 . . . ...... . . . . 0

151 - 200 0

101 - 150 1

51 - 100 0

50 or less 0

Don't know 25

Total..... . OOOOOOOOO . . 34



When asked about the effect of available company educational assis-

tance in motivating them to undertake further education, 11 percent

of the middle managers said it had strongly encouraged them, 25

percent said it had partially influenced them, and 64 percent said

it had no effect. There is an inconsistency here: while 36 percent

said the availability of financial aid motivated them to some extent,

only one person was actually enrolled and eight were planning to

enroll. However, some who had completed their educational objectives

may have been so motivated at the time they were enrolled.

FIRST-LINE SUPERVISION

In the industrial category of Professional, Scientific, and Controlling

Instruments, 69 first-line supervisors from seven companies completed the

questionnaire. First-line supervisors were defined as "those whose major

activities have to do with supervisory and foreman activities." The super-

visors responded to a listing of 16 course titles in the area of supervisory

responsibility. They provided information on their personal, educational,

and professional background, methods of updating, and company attitudes

toward education.

Educational Needs

The 69 first-line supervisors in the category of Professional, Scientific,

and Controlling Instruments were asked to indicate which of the 16 courses

listed in the questionnaire they "Should Have," "Could Use," or "Don't

Really Need." The following courses were rated "Should Have" by 50 percent

or more of the supervisors:

"Should Have"

Percent

Communications 54

Decision Making 54

Table 33 gives the "Should Have" and the combined "Should Have" and "Could

Use" needs for the entire listing of 16 courses, according to four groupings.
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TABLE 33

FIRST-LINE SUPERVISION TRAINING NEEDS

(N=68)

Principles of Supervision

"Should Have"

"Should Have"
and "Could Use"

No. 7. No.

Decision Making 37 54 59 86

Fundamentals of the Supervisor's Job . . 33 49 53 79

Inter-Departmental Cooperation . . ..... 33 49 55 82

The Tools and Techniques of Effective

Supervision 33 49 60 89

Supervisor's Role in Company Economics 30 44 58 85

Supervisor's Role in Employee Discipline . . 26 39 53 79

Employee yraining and Evatutim

Evaluation of Employee Performance 28 42 51 76

Safety 25 38 43 65

Employee Training 22 32 44 64

The Supervisor and the Union

Grievance Procedure and Arbitration 21 31 44 65

Labor Relations 20 29 41 60

Labor Relations Legislation 12 18 27 40

Developing Those We Supervise

Communications 37 54 60 88

Human Aspect of Management 28 42 55 82

Leadership 28 42 54 81

Developing the Work Team 21 31 48 71

B ck rout_o_g
ervisors

Personal, Educational, and Professional Background

Thirty-three percent (N=23) of the first-line supervisors were 40

years of age or younger. Eighty percent (N=55) were high school

graduates, 14 percent (N=10) had the bachelor's degree, and one

percent (N=1) had the master's degree; no one had the doctorate.

Seven percent (N=5) had gone to business school and 23 percent (N=16)

to trade school. The major fields of study are indicated in the

following table:
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TABLE 34

MAJOR FIELDS OF STUDY OF COLLEGE GRADUATES

Number
Bachelor's

Number
Master's

Business Administration 7 1

Education 1 0

Engineering 1 0

Liberal Arts. OO . . 1 0

Total 10 1

Below is a listing of major areas of work for the first-line super-

visors in the Professional, Scientific, and Controlling Instruments

industry:

TABLE 35

MAJOR AREAS OF WORK

Number
Supervisors

Percent

Supervisors

Administration 7 11

Engineering 5 8

Finance . . . . . 3 5

Industrial Relations 1 2

Maintenance 4 6

Manufacturing 25 35

Marketing and Sales 7 11

Production Control - Records. . 3 5

Purchasing and Procurement 2 3

Research and Development 2 3

Traffic and Transportation 3 5

Other (not specified) 4 6

Total 66 100



Methods of Updating

Fifty-eight percent (N=38) of the first-line supervisors would take
a credit course and 79 percent (N=54) would take a non-credit course
if they were offered locally.

Two supervisors were currently enrolled for the bachelor's degree.
Three were planning to enroll, one for the associate degree and two
for the bachelor's. The major fields of study were: three in

engineering, one in business administration, and one in law.

For the 47 supervisors who did not have plans for further formal
education, the following reasons were indicated:

TABLE 36

REASONS FOR NOT UNDERTAKING ADDITIONAL FORMAL EDUCATION

Number
Supervisors

Percent

St-UPSSAIOSLA

Don't have the tiue 11 23

Cannot afford it 11 23

Job demands no more education 8 18

Not a high school graduate 7 15

Not interested 5 11

Live too far from educational center. 3 6

Can do better on my own 2 4

Total OOOOOOOOO 47 100

The variety of educational methods used by first-line supervisors
for updating within the past four years follows:

TABLE 37

EDUCATIONAL METHODS USED FOR UPDATING WITHIN THE PAST FOUR YEARS
(N=69)

Number
Supervisors

Percent

Supervisors

Company in-Tervice training courses 27 39

Workshops or seminars on managerial
topics 24 35

Managerial development within company 22 32

Attendance at regional or national
meetings of professional societies. 19 28

Correspondence courses 10 14

Short refresher courses at colleges
or universities 6 9

High school courses to improve job
performance OOOOOOO 4 6

Workshops or seminars in liberal arts
or humanities 2 3

Television courses OOOOO 2 3
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The sources of information used by first-line supervisors in keeping
up to date with new developments are shown in the following table:

TABLE 38

SOURCES OF INFORMATION USED IN UPDATING
(N=63)

Percent

0
r-4

N 4
T-1 0 0

Discussion with company personnel

0
W

Gi
w w
co if
0 17.4

W
al

W
w w
> C0
<4 0

W0 w

4.1
0 4.)
W erl
0 1-1

4,
0
Z

w
0 02
A P

0 *P4
0'0

/-1 4
0
0 44
-

(informal or formal) . ..... 56 34 5 2 3

In-plant reports and bulletins . 51 28 5 6 10

Subordinate-superior discussions
or meetings 38 46 9 2 5

Manufacturer's literature . 38 29 8 19 6

Technical books, reports, abstracts,
and indexes. . 32 27 20 19 2

Scientific and technical journals. . 26 21 18 31 4
Professional society meetings. . fp e 20 13 9 56 2

Business reports 19 29 17 33 2

Management journals OOOOO 16 38 11 24 11

Lectures, conferences, workshops,
and seminars . . OOOOO 14 25 17 20 24

Use of consultants OOOOOO 11 13 21 50 5

Company in-service courses 8 19 8 25 40
College and university evening

courses. . . OOOOOOOOO 4 9 4 70 13

College and university day courses . 0 0 2 94 4

First-line supervisors checked a listing of seven educational media,
which did not include formal classroom instruction, to show their
preference for media of course presentation. (Table 39)
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TABLE 39

PREFERENCE FOR MEDIA OF COURSE PRESENTATION
(N=69)

Number
Supervisors

Percent

Supervisors

Programmed instruction 38 55

Correspondence courses 34 49

Educational television 16 23

Courses recorded on tapes 10 14

Courses recorded on records 7 10

Two-way radio courses 4 6

Two-way telephone courses 3 4

Other (not specified) 3 4

Company Attitudes Toward Education

A total of 64 first-line supervisors responded to a question on the
attitude of their immediate superior toward continuing their education.
Forty-seven rercent (N=30) said the superior encouraged them; 50
percent (N=32) said he was noncommittal, and three percent (Nm2) said
he discouraged them.

The attitude of the company as perceived by first-line supervisors
toward participation in educational and professional activities is

reported in the following table. The high percent of those who did
not know company policy indicates either a lack of policy or a lack

of communication.

TABLE 40

SUPERVISORS' PERCEPT/ON OF COMPANY POLICY
TOWARD PROFESSIONAL DEVELOPMENT

Attend company training

(N=61)

Encourages Noncommittal piscouralts

Percent

Do Not Know

Percent Percent Percent

courses. OOOOO .. 76 4 0 20

Attend professional
meetings . . . 70 13 2 15

Enroll for advanced work 63 11 0 26

Attend seminars or
workshops away from the
company 54 15 2 29

Hold office in
professional socieities. 50 17 2 31

Write technical and
professional papers. . . 31 17 0 52

Educational leave of

absence . . . 5 10 7 78
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Thirty-seven percent of the supervisors indicated that they were
employed by companies which provided in-service training; 54 percent
said their company did not provide it and nine percent did not know.

Twenty-two percent said the training was completely on company time,
25 percent said it was partly on company time, 28 percent said it was
entirely on the men's own time, and 25 percent did not know.

Seventy-one percent reported that their company had an educational
assistance plan; 22 percent said it did not, and seven percent did

now know. Fifty-six percent said the course must be job-related in

order to qualify for educational assistance.

The proportion of tuition paid by the company as indicated by the
40 supervisors who answered the question, is shown below:

TABLE 41

PROPORTION OF TUITION PAID

Number

gantratam

All or almost all 23

About 3/4 1

About 2/3 1

About 1/2 9

About 1/3 0

Less than 1/3 0

Don't know 6

Total 40

Table 42 shows the maximum amount of tuition paid per year by the
companies employing the first-line supervisors.

TABLE 42

MAXIMUM AMOUNT OF TUITION
PAID PER YEAR

Number
Supervisors

More than $300 10

251 - 300 0

201 - 250 . . . . 0

151 - 200 0

101 - 150 1

51 - 100 1

50 or less 0

Don't know 28

Total 40



When asked what the effect of available financial assistance was on
their motivation to undertake further education, 30 percent of the

supervisors said it strongly encouraged them, 20 percent said it

partially influenced them, and 50 percent said it had no effect. The

seeming inconsistency that was noted for the middle managers applies

to the supervisors: while 50 percent said that the availability of
financial aid had motivated them to some extent to undertake additional

education, only two of the 69 respondents were actually enrolled and

three were planning to enroll.

COMPARISON OF NEEDS OF MANAGERS AND SUPERVISORS IN THE PROFESSIONAL,
SCIENTIFIC, AND CONTROLLING INSTRUMENTS INDUSTRY WITH THOSE OF MANAGERS AND

SUPERVISORS IN TOTAL REPORT

The educational needs of managers and supervisors in the industrial category

of Professional, Scientific, and Controlling Instruments as compared with

needs of those in business and industry as seen in the total report,

"Managerial and Supervisory Educational Needs of Business and Industry in

Pennsylvania," were not similar. Managers and supervisors in this category

showed both lower and different educational needs than did the group as a

whole,

Top MAnagement

Of the 48 subjects listed, the following were indicated as "Should Have"

needs by 50 percent or more of the top managers:

aktaldllamt:
Percent

Professional,

Scientific,
and Controlling Total

Instruments Bum
N=l2 N=705

Product Planning . OOOOOOOOOOOO . 58 *

Effective Reading Skills OOOOO . 58 *

Improving Decision Making of Managers. . OOOOOO 50 *

Communication in the Organization * 59

Management Development OOOOOOO * 53

Long-range Planning and Forecasting for Corporate Growth * 50

Effective Speaking OOOOO . * 50

Effective Written Communications er 41
* 50

Overall Strategy and Goals * 50

* Less than 50 percent
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Fifty percent or more of the top managers thought that those they supervise
needed the following subjects:

"Subordinates'

Needs"

Percent

Professional,

Scientific,

and Controlling Total

Instruments Report

N=12 N=705

Effective Written Communications 58 74
Working Effectively with Individuals and Groups, 55 66

Creativity and Innovation, . , . 0 55 *
Management Development . 6 OOOOOOO 0 I 50 56

Effective Speaking . :_ OOOOO f * 67
Communication in the Organization, OOO OO * 65

Effective Reading Skills IV 0 OOOOOOOOO * 62

Listening Skills * 62

Performance Appraisal and Counseling Techniques, .
* 57

Human Aspect of MAnagement ,. OOOOO * 54

Improving Decision Making of Managw4s0 9 111 * 54

* Less than 50 percent

idd le )1,411611944Ult

Of the 54 subjects listed, 50 percent or more of the middle managers in the
Professional, Scientific, and Controlling Instruments industry and in the
total report indicated a "Should Have" need for the following:

"Should Hue
Percent

Professional,

Scientific,

and Controlling Total
Instruments Report

N=46 N=1,202

Management Development . 77 66

Effective Communication in the Organization, 73 64

Creativity and Innovation, . OOO OO OOOOO 67 *
Working Efficiently with Individuals OOOOO 60 65

Oral Presentation of Reports O OOOOOOOO 0 55 *
Performance Appraisal and Counseling Techniques 51 *
Supervisory Training and Employee Development . * 53

* Less than 50 percent
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Subjects which 50 percent or more of the middle managers thought represented
educational needs of those they supervise were:

"Subordinates'

Nee4s"
Percent

Professional,

Scientific,

and Controlling Total
...Instruments Report,

N046 N1,202

Effective Communication in the Organization. 52 56

Supervisory Training and Employee Development * 61

Working Efficiently with Individuals . * 62

Listening Skills . OOOOO OOOOO * 50

* Less than 50 percent

Fifty percent or more of the first-line supervisors said they "Should Have"
the following selected fram a list of 16 subjects:

"Should Have"

Percent

Professional,
Scientific,

and Controlling Total
Instruments man

Decision Making

N=69

ii,
r.t.

N=1,71.3

54

Communications OOOOO e OOOOOOOOOOOOO 54 51

Fundamentals of the Supervisor's Job * 64

Leadership 0 0 OOOOOOOOOOOO * 57

The Tools and Techniques of Effective Supervision. . . .
* 55

Human Aspect of Management OOOOOOOOO . .
* 53

* Less than 50 percent



RECOMONDATIONS

For the total report, "Managerial and Supervisory Educational Needs of
Business and Industry in Pennsylvania," the following recommendations
were made:

por the University

1. The need for additional training in the area of communications --
such subjects as report writing, effective speaking, conference
leadership -- was strong for all three levels of management and
also for those supervised by top and middle management. The

University should expand its.programs in this field and make
them available at locations convenient to business and industry.

2. Management development was much needed by both top and middle
management and those they supervise. While historically the
University has been a leader in this field, its efforts should
be intensified.

3. Middle management expressed a high need for themselves and for
those they supervise in human relations. The number of programs
in this field should be increased at the local level by the

University.

4. To meet the significant educational needs presented quantitatively

by this study, the University should expand its offerings of
courses, seminars, workshops and institutes for all three levels
of management, and make them available at convenient locations.

5, When classroom instruction was excluded, the largest number of
middle managers and first-line supervisors said they would take
courses by programmed instruction, correspondence, and educational
television. Consideration should be given to offering more courses
using these three media to help meet the self-perceived educational
needs of managers and supervisors.

arjusiness and Industry

1. /nformation on company policies toward participation in educational
activities should be much more widely disseminated among middle
managers and first-line supervisors. A large percentage do not know
the policy of their company.

2. Companies should encourage their employees to take advantage of
financial aid which is available for education.

3. The fact that a large number of management personnel felt their
superiors' attitude toward their further education was noncommittal
makes it necessary for the company to take steps to remedy this
condition.
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4. Companies should help their managers to realize and meet the needs

presented by the increasing complexity of modern business and

industry. A number of the subjects which appear to be an integral

part of modern management were not perceived as needed by the

managers and supervisors who took part in this study.

5. Since the participants felt that the most frequent method of

obtaining new information for updating was through discussion with

company personnel, the company should be aware of the great potential

of this means of dissemination of information.

6. Since about four out of ten managers are employed in companies which

do not have in-service educational programs, considcration should be

given to the development of additional in-service programs.

7. Companies should find ways of motivating their employees to avoid

obsolescence in a rapidly changing, competitive business world.

8. Greater consideration should be given to the use of all available

educational media, such as .?rogrammed instruction, correspondence

courses, educational television, and attendance at professional

meetings and workshops.

For the Individual phnager .5nd Supervisor

1. The individual should take the initiative in selecting the most

appropriate media to help him grow with the job and meet the

challenges of the future.

2. He should be aware of available financial assistance plans and

other educational activities provided by his company which may aid

him in meeting his educational objectives.

For Professional Associations

1. Professional associations should assist the companies in encouraging

more educational activities by sponsoring workshops and meetings,

subsidizing training activities, aud aid in the dissemination of

information to prevent technological and managerial obsolescence.
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MANAGERIAL AND SUPERVISORY EDUCATIONAL NEEDS
IN THE RAILROAD INDUSTRY IN PENNSYLVANIA

INTRODUCTION

The education and training of managers is a major problem of business and
industry today. There are a number of conditions facing business and
industry which indicate the need for this study. Among them are:

1. There is a significant increase in managerial positions and a
resulting increase in the need for managerial education and training.
Managerial positions are increasing faster than the increase in the
total work force. Education is needed to keep up to date, and prevent
obsolescence, and must be a continuing process.

2. The rapid growth of managerial knowledge has increased the importance
of disseminating and applying such information.

3. Greater emphasis is being placed on leadership and motivation in
developing competence and resourcefulness.

4. There is a need for greater emphasis on long-range planning.

5. Companies must operate in increasingly complex and competitive en-
vironments. New skills and abilities are needed for new types of
work, and in today's highly competitive market improved efficiency
becomes more important.

6. Greater emphasis is being placed on international management. The
international aspects of business will become more important for
more companies in the future, as a greater proportion of sales and
profits of many domestic firms comes from abroad.

7. Scientific research and development are necessities for business
growth. The manager must know how to make use of the results of
research.

8. Computer operations and data processing are expanding. Computer
techniques are far in advance of their application bywmanagers.

Continuing Education has undertaken a study of this problem because of the
responsibility of The Pennsylvania State University to the citizens of the
Commonwealth in determining educational needs and in cooperation with other
educational institutions to provide education to meet such needs.
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SURVEY PROCEDURES

This report is a specific segment of a larger study,* and is based on re-
sponses from 267 managers and supervisors from seven companies in the
Railroad industry in Pennsylvania. The survey utilized three questionnaire
forms, one for each level of management: top management, middle management,
and first-line supervision. Each questionnaire listed courses in a number
of managerial areas pertinent to managerial personnel. The respondents
checked one of three choices: "Should Have," "Could Use," and "Don't Really
Need." Top and middle management were asked to indicate the courses that
represented educational needs of those they supervise in addition to their
own needs; this was not asked of first-line supervision. Middle management
and first-line supervision provided information on their education back-
ground, methods of updating, and company attitudes toward education; this
was not asked of top management.

SUMMARY

Top Management

Of 48 courses listed, seven were checked by 50 percent or more of top man-
agers as "Should Have". (Page 3)

For those they supervise, 50 percent or more of top managers said eight
courses were needed. (Page 4)

Middle Management

Fifty percent or more of the middle managers expressed a need for five of
54 listed courses, in areas of communication, general management, and
behavioral science and management. (Page 8)

Those supervised by ndddle management were thought by 50 percent or more of
the managers to need ten of the listed courses. (Page 8)

The educational level was high, with 52 percent having the bachelor's degree.
Middle managers had used many methods of instruction and sources of infor-
mation for updating, and reported generally favorable attitudes toward
education on the part of their companies. (Pages 16-19)

* Dubin, S.S., Alderman, E., and Marlow, H.L., "Managerial and Supervisory
Educational Needs of Business and Industry in Pennsylvania," The Pennsyl-
vania State University, 1967. A total of 3,620 managers at three levels
in 250 companies took part in the survey: 705 top managers, 1,202 middle
managers, and 1,713 first-line supervisors. Twenty-two industrial cate-
gories and eight sizes of companies were represented in the study.
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First-Line Supervision

Fifty percent or more of the first-line supervisors reported a "Should Have"
need for four out of 16 courses. (Page 21)

Thirty-two percent nf the supervisors had the bachelor's degree. They had
used a variety of methods for updating and many sources of information, and
thought their companies had a favorable attitude toward continuing educa-
tion. (Pages22-26)

TOP MANAGEMENT

In the industrial category of Railroads, 52 top managers from seven companies
completed the questionnaire. Top managers were defined as "senior executives
who direct an enterprise as a wiiole or who head the major divisions."

Educational Needs Within Areas of Managerial Res onsibilit

The questionnaire for top management consisted of 48 suggested courses on
management subjects. These were in the areas of:

General Management (14 subjects)

Behavioral Science and Management (6 subjects)
Communications Techniques (4 subjects)
Economics (2 subjects)

Quantitative Methods Applied to Business and Indust,y (2 subjects)
Industrial Relations and Personnel Management (7 subjects)
Financial Management (4 subjects)
Manufacturing and Production (3 subjects)
Marketing (4 subjects)

International Management (2 subjects)

The courses with a "Should Have" need of 50 percent or more were:

"Should Have"
Percent

Communication in the Organization 65
Overall Strategy and Goals 62

Management Development 60
Industrial Organization and Admiestration 59
Effective Written Communications 54
Policy Formation . . 53
Managerial Motivation . 51
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Fifty percent or more of the top managers indicated that those they super-
vise needed the following couriest

"Subordinates'
Needs'

Percent

Effective Written Communications 83
Effective Reading Skills 72
Listening Skills 72
Effective Speaking 67

Communication in the Organization 67

Working Effectively with Individuals and Groups 67

Creativity and Innovation 55
Management Development 55

Tables 1 through 10 show the extent of the top managers' needs for each
subject listed, ranked according to the "Should Have" response. Also included,
in the "Subordinates' Needs' column, are the subjects indicated by top manage-
ment as being needed by those they supervise.

TABLE 1

GENERAL MANAGEMENT
(N=51)

"Should Have'
"Should Have'

and "Could Use"
"Subordinates'

Needs"
\ Percent
)

Overall Strategy and Goals . . . 62

Percent

84

Percent

29

Industrial Organization and
Administration . ..... . 59 86 33

Policy Formation 53 83 30

Management Reporting Systems . 46 81 43
Improving Decision Making of
hanagers 43 69 30

Long-range Planning and Fore-
casting for Corporate Growth 41 80 20

Managing Major Change in
Organizations 40 73 20

Impact of Computer Technology. . 39 76 41
Effective Utilization of Man-
power Resources and Allocation 38 74 40

Impact of Science and Technology
on Business Hanagement . 30 75 18

Management of Research and
Development 30 45 35

Impact of Government Legislation
and Controls on Business . . 21 63 19

Ethical Considerations in
Business 18 58 28

Impact of Multinational Aspects
of Planning and Control. . . . 8 16 3
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TABLE 2

BEHAVIORAL SCIENCE AND MANAGEMENT
(N=48)

"Should Have"
"Should Have" and "Could Use"

Percent Percent

"Sttbordinates'

Needs"

Percent

Communication in the Organization 65 91 67
Managerial Motivation 51 84 29
Human Aspect of Management . . . 48 80 48
Working Effectively with

Individuals and Groups 46 77 67
Creativity and Innovation 45 78 55
Political, Social, and Cultural
Trends and Their Impact on
Business Management . . . . . 3

TABLE 3

COMMUNICATIONS TECHNIQUES
(N=49)

35

"Should Have"
"Should Have" and "Could Use"

Percent Percent

5

"Subordinates'
Needs"

Percent

Effective Written Communications . 54 78 83
Effective Speaking . . . OOOOO 47 71 67
Effective Reading Skills . . . . 44 77 72
Listening Skills 30 77 72

TABLE 4

ECONOMICS

(N=43)

"Should Have"
"Should Have" and "Could Use"

Percent Percent

"Subordinates'

Needs"
Percent

Econamic Trends 12 49 16
Comparative Economic Systems . . . 28 10
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TAI1E 5

QUANTITATIVE 'JAM:HODS APPLILD TO BUSINESS AND INDUSTRY

(N=40)

"Should Have" "Subordinates'
"Should Have" and "Could Use" Needs"

Percent Percent Percent

Statistical Decision Theory. . . 28 54. 38

Survey Course on Quantitative
Methods 25 55 25

TABLE 6

INDUSTRIAL RELATIONS AND PERSONNEL 1AANAGEMENT

(N=47)

"Should Have"
"Should Have"

and "Could Use"
"Subordinates'

Needs"

Percent Percent Percent

hanagement Development 60 81 55

Performance Apprailsal and
Counseling Techniques 4...

,..1 75 41

Incentives 35 65 23

Criteria and Selection of
Personnel 21 61 33

Personnel Volicy Affecting Wage
and Salary Structure 19 47 23

Personnel Policy Affecting
Labor-Management Relations . 17 46 27

Personnel Policy Affecting
Employment Practices 14 48 20

TABLE 7

FINANCIAL MANAGEHENT
(N=42)

"Should Have"

"Should Have"

and "Could Use"

"Subordinates'

Needs"

Percent

1:anagerial Accounting and

Budgeting 43

Fundamentals of Financial
Reporting and Statement

Percent

62

Percent

31

Analysis 41 62 33

Capital Budgeting 30 55 25

Financial Planning and Fore-
casting 18 46 15
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TABLE 8

ViANUFACTURING ANL PROLIJCTION

(N=38)

"Should liave" "Subordinates'

"Should Have" and "Could Use" Needs"

Percent Percent Percent

Planning and Utilization of
Physical Facilities 34 47 37

Operations Research Applied
to Production 22 44 19

Operations Planning and Control. 17 42 33

TABLE 9

MARKETING
(N=38)

7

"Should Have "Subordinates'

"Should Have" and "Could Use" Needs"

Percent Percent Percent

Logistics Planning 31 37 14

Product Planning 26 35 17

Pricing 22 36 11

elarketing Research 18 44 21

TABLE 10

INTERNATIONAL MANAGEMENT
(N=37)

"Should Have" "Subordinates'

"Should Have" and "Could Use" Needs"

Percent Percent Percent

International Understanding. . . 3 22 3

International Economic Analysis. 0 11 6
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MIDDLE MANAGEMENT

In the industrial category of Railroads, 87 middle managers from seven cow-

panies completed the questionnaire. Middle managers were defined as

"personnel assigned to executive duties in the area between senior executives

and supervisors."

Educational Needs Within Areg_silegseriallaponsibilitx

The six areas of the questionnaire answered by all middle managers were as

General Management (13 subjects)

Behavioral Science and Management (7 subjects)

Communication (7 subjects)

Economics (8 subjects)
Quantaative Methods Applied to Business and Industry (15 subjects)

Computer Operations and Data Processing (4 subjects)

Managers were asked to indicate which of the 54 courses listed in the ques-

tionnaire they "Should Have," "Could Use," or "Don't Really Need." They

were also asked to indicate the courses needed by those they supervise.

The following courses were rated "Should Have" by 50 percent or more of the

middle managers:

"Should Have"

Percent

Management Development 68

Effective Communication in the Organization 65

Working Efficiently with Individuals 61

Business Letter Writing 58

Supervisory Training and Employee Development 51

Fifty percent or more of the middle managers thought that those they super-

vise needed the following courses:

"Subordinates'
Needs"
Percent

Business Letter Writing 77

Supervisory Training and Employee Development . ****** 69

Working Efficiently with Indtviduals 68

Effective Report Writing 68

Effective Reading Skills 67

Effective Communication in the Organization 64

Oral Presentation of Reports 60

Management Development 58

Listening Skills 51

Creativity and Innovation 50
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The follwing tables, 11 througu 16, present the data on the six general
areas of managerial responsibility which were answered by all the middle

managers in the Railroad category.

TABLE 11

GENERAL MANAGEI.EUT

(N=81)

-Should Have-

-Should Have
and 'Could Use'

"Subordinates'
Needs-

Percent Percent Percent

Management Development 68 92 58

Working Efficiently with
Individuals 61 92 63

Supervisory Training and

Employee Development 51 32 69

Criteria and Selection of
Personnel for Promotion. . 46 88 42

Performance Appraisal and
Counseling Techniques 44 86 47

Effective Utilization of

Manpower Resources and
Allocation 41 71 42

Analyzing Organizational

Behavior 38 77 34

The Application of Information
Technology on Decision

Making 28 62 32

Long-range Planning and Fore-
casting for Corporate Growth . 24 GO 27

Impact of Computer Technology. 24 55 30

Principles and Analysis of
Office Systems 22 65 44

Impact of Science and Technology
on Business Management . . . . 12 55 17

Impact of Government Legislation
and Controls on Business . . . 11 36 21

TABLE 12

BEHAVIORAL SCIENCE AND IANAGEMENT

(N=74)

'Should Have'

'Should Have' and "Could Use'

"Subordinates'

Needs'

Percent Percent Percent

Creativity and Innovation 41 77 50

Understanding Group Interaction
and Behavior 31 59 34

Management Psychology 28 64 28

Human Aspect of Management . . 20 63 38'

Industrial Sociology 9 36 16

Social and Cultural Trends and
Their Impact on Business

'klanagement 4 30 13

Impact of Consumer Behavior on
Ilanagement 4 15

9



TABLE 13

COMMUNICATION

(N=77)

"Should Have" "Subordinates'
"Should Have" and "Could Use" Needs"

Percent Percent Percent

Effective Communication in the
Organization . OOOOO 65 92 64

Business Letter Writing . . . . 58 90 77
Effective Report Writing 49 83 68
Effectiv,,J Reading Skills 42 83 67
Oral Presentation of Reports e 42 71 60
Conference Leadership 39 71 39
Listening Skills 38 80 51

TABLE 14

ECONOMICS
(N=72)

"Should Have"
"Should Have"

and "Could Use"

"Subordinates'

Needs"
Percent Percent Percent

Economics of Production and Cost 19 36 25
The Price Mechanism 17 30 17

Economics of Technology and
Innovation 10 26 11

Fundamentals of Economics . 7 31 21
Economic Trends . . 6 36 16
International Economics . . . 4 11 6

The Economic Systems of the United
States ** **** . ***** 3 16 8

Comparative Economic Systems . . 3 10 6
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TABLE 15

QUANTITATIVE METHODS APPLIED TO BUSINESS AND INDUSTRY
(N=71)

"Should Have"
"Should Have"

and "Could Use"
"Subordinates'

Needs"
Percent

Improving Decision Making of Man-

Percent Percent

agers 37 67 24
Statistical Decision Theory . . . 30 53 20
Linear Programming . . . . . 23 44 23
Statistical Procedures and Methods 22 39 26
Applying Program Evaluation and
Review Techniques (PERT) . 22 32 19

Replacement Management 17 53 23
Inventory Management . . 16 29 17
Dynamic Programming 12 27 12
Review of Basic Mathematics . 12 25 31
Waiting Lines 12 22 14
Probability Theory 10 26 15
Matrix Algebra ...... 4 14 12
Calculus of Finite Differences . 3 12 9
Analytic Geometry 2 13 9
Calculus of Infinite Series . . . 2 11 8

TABLE 16

COMPUTER OPERATIONS AND DATA PROCESSING
(N=70)

"Should Have" "Subordinates'
"Should Have" and "Could Use" Needs"

Percent Percent Percent

Data Systems and Processing . . . 23 56 34
Applying the Computer to Problems
of Business and Management . . 19 55 27

Fundamentals of Programming for
Computer Operations 14 37 22

Mathematics for Digital Computers4 10 23 15
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If the manager's area of major tetponbibility was not included in the pre
cLding six, he was asked to complete the thie of seven additional areas that
most closely corresponded to his special field of work. These were:

Industrial Relations and Personnel Management (8 subjects)

Financial Nanagement (6 subjects)

Uanufacturing and Production (10 subjects)
Uarketing (9 subjects)

Sales Lanagement (5 subjects)

International lianagepent (10 subjects)

Research and Development (5 subjects)

The following tables, 17 through 23, show the responses.

TABLE 17

INDUSTRIAL RELATIONS AND PERSONNEL MANAGEMENT
(N=38)

"Should Have

"Should Have"

and 'Could Use"

"Subordinates'

Needs"

Percent

Recruiting, Interviewing,
Selection, Assessment of

Percent Percent

Personnel and Promotion. . . . 45 79 29

1anagement and Labor Relations 38 54 38

In-plant Training
liaintaining Efficient and Up-

32 67 35

To-Date Personnel Records. . . 25 59 34

Job Analysis and Job
Evaluation 1,;ethods . 24 63 33

Industrial Safety and riedical

Services 21 39 33

Salary and Wage Administration 13 32 19

Employee Benefit Plans . . . . . 10 33 19
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TABLE 18

FINANCIAL MANAGEMENT
(N=25)

'Should Have

Should Have"
and Could Use-

'Subordinates'

Needs"
Percent Percent Percent

Budgets 52 76 44

New Developments in Equipment
Replacement Policy 27 50 23

Managerial Accounting 24 52 16

Fundamentals of Financial

Reporting and Statement
Analysis 19 43 14

Taxes 9 32 14

Financial Planning and
Forecasting 8 41 13

TABLE 19

MANUFACTUUNG AND PRODUCTION
(N=27)

'Should Have
n

"Should Have and "Could Use"
"Subordinates'

Needs"

Percent Percent Percent

Automation 56 75 52

Value Analysis 50 63 42

Production Planning and Control
Management 46 58 46

Methods Analysis and Work
Simplification 44 72 56

Maintenance Planning and

Control 44 64 60

Engineering Economy 42 57 31

Quality Control 32 64 40
Inventory Management 32 56 40
Materials Handling 32 40 36

Organization and Management of
Purchasing Operations 4 46 17

13



TABLE 20

MARKETING
(N=19)

"Should Have"
"Shouid Have"
and "Could Use"

"Subordinates'
Needs"

Percent Percent Percent

Marketing Management 17 28 6
Marketing Research . . 11 43 5

Fundamentals of Marketing . . . 6 45 6

Fundamentals of Pricing 5 26 5
Product Planning 0 33 6

Physical Distribution Methods . 0 24 0
Application of Management Science
and Computers to Marketing
Problems 0 21 5

Packaging Design and Development 0 19 0
Brand Marketing 0 12 0

TABLE 21

SALES MANAGEMENT

(N028)

"Should Have" "Subordinates'
"Should Have" and "Could Use" Needs"

Percent Percent Percent

Motivating Salesmen 48 52 22
Selection and Evaluation of Field

Salesmen 46 57 21
Supervision of Field Salesmen . . 46 50 27
Training of Field Salesmen 43 50 32
Compensation of Field Salesmen . . 38 46 23
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TALE 22

INTERNATIONAL MANAGEMENT
(N-15)

Should Have'
'Should Have

and "Could Use'
'Subordinates'

Needs°

Commercial Policy and Trade

Percent Percent Percent

Control 13 20 7

Nonetary Exchange Problems . . 7 14 7

British Commonwealth, United
Nations, including Inter-
national Uonetary Fund and
World Bank and Their Role in
World Trade 7 14 7

International Economic
Organization 7 14 7

International Understanding . 7 7 7

United States Foreign Economic
Policy 7 7 7

Sources of Funds Financing
of Day-to-Day Transactions . 7 7 7

Appraising and i;eveloping
Foreign Markets 7 7 7

International Economic Analysis. 0 7 0

TABLE 23

RESEARCH AND DEVELOMENT
(N=16)

'Should Have'
'Should Have"

and 'Could Use'
'Subordinates'

Needs'
Percent

Planning Budgeting and Control

Percent Percent

of Projects 38 57 25
Building Research and
Development Teams 25 50 13

Guidelines for Selecting and
Appraising New Projects. . . 25 31 6

Evaluation of the Research and
Development Programs 19 44 6

Supervision and ilanagement of
Research Services 19 44 6
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Back round Information of Middle Managers

Personal, Educational, and Professional Background

Twenty-three percent (P220) of the middle managers were 40 years of
age or younger. This means that they have at least 25 more years of
productive employment. Ninety-two percent (N=78) had completed high
school, 52 percent (Nm45) had the bachelor's degree, and six percent
(N105) had the master's degree. No one had the doctorate. Fourteen
percent (Nw12) went to business school and five percent (N*4) went
to trade school. The major fields of study for the undergraduate and
graduate degrees are given below.

TABLE 24

MAJOR FIELDS OF STUDY OF COLLEGE GRADUATES

Number
Bachelor's

Number
Master's

Business Administration OOOOO * 8 3
Education OOOOO 2 0
Engineering OOOOOO 29 1

Liberal Arts OOOOOOOO 5
Other (not specified) OOOOO 1 1

Total OOOOO 45 5

The major areas of work for the middle managers in the railroad
industry are shown below.

TABLE 25

MAJOR AREAS OF WORK

Number Percent
Manages; Managers,

Administration OOOOOOO 19 22
Engineering 7 8
Finance OOOOOOOOO 6 7
Industrial Relations 4 OOOOO 6 7
Maintenance OOOOOOOOO 5 6
Manufacturing OOOOO 1 1

Marketing and Sales 6 7

Production Control -- Records . 1 1

Purchasing and Procurement 0 1 1

Research and Development OOOOOO 1 1

Service (yard and labor personnel, etc.) 3 5
Traffic and Transportation 24 28
Other (not specified) OOOOO 4 5 6

Total OOOOOOOOO 85 100
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Aethods of Updating

Fifty-five percent (N=46) of the middle managers would take a credit
course and 73 percent (N=62) would take a non-credit course if they
were offered locally.

One manager was currently enrolled for the associate degree. Five
planned to enroll, one for the associate degree, two for the bachelor's,
and two for the master's. liajor fields of study indicated were. four
in business administration, one in engineering, and one in law.

Eighty percent had no plans for further degree work and their reasons
are given below:

TABLE 26

REASONS FOR NOT UNDERTAKING ADDITIONAL FORMAL EDUCATION

Number
Managers

Percent
Managers

Don't have the time 36 51
Job demaLds no more education 7 10
Not interested 5 7
Live too far from educational center. . 4 6
riot a high school graduate 4 6
Cannot afford I.* 2 3
Can do better on my own 2 3
Other (not specified) 10 14

Total 70 100

Middle managers had used a variety of educational methods for updating
within the past four years.

TABLE 27

EDUCATIONAL METHODS USED FOR UPDATING WITHIN THE PAST FOUR YEARS
(14087)

Number Percent
Hanagers Managers

Workshops or seminars on managerial topics . . 40 46
Attendance at regional or national meetings

of professional societies 32 37
Company in-service training courses 24 28
Hanagerial development within company 16 18
Short refresher courses at colleges or
universities 12 14

Correspondence courses 5 6
Workshops or seminars in liberal arts or

humanities 3 3
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Many sources of information were used by the middle managers to keep

up with new developments& Table 28 lists these sources&

TABLE 28

SOURCES OF INFORMATION USED IN UPDATING
(N=80)
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Discussion with company personnel
(informal or formal) . . . 70 28 1 0 1

In-plant reports and bulletins . . 62 36 1 1 0

Subordinate-superior discussions or
meetings OOOOO . OOOOO . 57 37 3 0 3

Management journals ... OOOOO 36 50 9 4 1

Business reports.. OOOOOO 35 42 18 4 1

Manufacturer's literature . . 29 32 21 17 1

Scientific and technical journals . 26 33 20 20 1

Technical books, reports, abstracts
and indexes . OOOOO 22 35 30 12 1

Lectures, conferences, workshops
and seminars , ... OOOOO

Professional society meetings . . . 20 41 24 12 3

Company in-service courses . 7 36 18 10 29

Use of consultants.. OOOOO 4 11 31 43 11

College-university evening courses 1 6 7 78 8

College-university day courses 0 1 3 90 6
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Middle managers responded to a listing of seven educational media,
other than classroom instruction, through which they would take
courses. Their replies follow.

TABLE 29

PREFERENCE FOR MEDIA OF COURSE PRESENTATION
(N=87)

Number
Managers

Percent
Managers

Correspondence courses 35 40
Programmed instruction 29 33

Educational television 25 29
Courses recorded on records 13 15
Courses recorded on tapes 12 14
Two-way telephone courses 6 7

Two-way radio courses 4 5

Other (not specified) 6 7

Company Attitudes Toward Education

Of the 76 managers responding to a question on the attitudes of their
immediate superior toward continuing their education, 37 percent
(N=28) said the superior encouraged them and 63 percent (N=48) said
the superior was noncommittal. No one said the superior discouraged
him. Middle managers reported their perception of company attitudes
toward participation in professional and educational activities.

TABLE 30

MANAGERS' PERCEPTION OF COMPANY POLICY
TOWARD PROFESSIONAL DEVELOPMENT

(N=80)

Encourages Noncommittal Discourages Do Not Know
Percent

Attend company training

Percent Percent Percent

coulees 90 3 0 7

Attend professional meetings 81 12 3 4
Hold office in professional

societies ...... . . 71 13 3 13

Attend workshops or seminars
away from the company . . 67 18 3 12

Write technical and
professional papers 41 22 1 36

Enroll for advanced work . . 38 28 4 28
Educational leave of absence 21 14 6 59
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Fifty percent of the rlddle managers were employed by companies which
provided in-service training 45 percent were not, and five percent
did not know. Forty percent said the trainius was entirely on company
time, 35 perceLt said it was partly on company time, nine percent said
it was not on company time, and 16 percent did not know.

Twenty percent reported that their company had an educational assis-
tance plan. Sixty-five percent said it did not and 15 percent did
not know. Twenty-five percent said the course had to be job-related
in order to qualify for financial assistance.

The proportion of tuition paid by the company is shown below:

TABLE 31

PROPORTION OF TUITION PAID

Number
Nanagers,

All or almost all 4

About 3/4 1

About 2/3 0
About 1/2 0
About 1/3 0

Less than 1/3 0
Don't know

Total

6

11*

The following table shows the maximum amount of tuition paid per year
by the companies for which the middle managers work.

TABLE 32

NAXIIMa AMOUNT OF TUITION
PAID PER YEAR

Number
Managers

Lore than $300 2

251 - 300 0

201 - 250 0

151 - 200 0

101 - 150 0

51 - 100 0

50 or less 0

Don't know 8

Total 10*

* Only a few of the 87 middle managers in the railroad companies
replied to these two questions.
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When asked about the effect of available company educational assis-
tance in motivating them to undertaice further education, 33 percent
of the middle managers said it had strongly encouraged them, 27

percent said it had partially influenced them, and 40 percent said
it had no effect. There is an inconsistency here: while 60 percent
said the availability of aid motivated them to some extent, only one
person was actually enrolled and five were planning to enroll.

FIRST-LINE SUPERVISION

In the industrial category of Railroads, 128 first-line supervisors from
seven companies completed the questionnaire. First-line supervisors were
defined as "those whose major activities have to do with.supervisory and
foreman activities." The supervisors responded to a listing of 16 course
titles in the area of supervisory responsibility. They provided infor-
mation on their personal, educational, and professional background, methods
of updating and company attitudes toward education.

Educational Needs

The 128 first-line supervisors in the category of Railroads were asked to
indicate which of the 16 courses listed in the questionnaire they "Should
Have," "Could Use," or "Don't Really Need." The following courses were
rated "Should Have" by 50 perceat or more of the supervisors.

"Should Have"
Percent

Fundamentas of the Supervisor's Job 54
Safety 54
Inter-Departmental Cooperation 53
Decision Making 50

Table 33 gives the "Should Have" and the combined "Should Have" and "Could
Use" needs for the entire listing of 16 courses, according to four groupings.
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TABLE 33

FIRST-LINE SUPERVISION TRAINING NEEDS
(N-125)

"Should'Have"
"Should Have" and "Could Use"

No. No.

Princi les of Su ervision

Fundamentals of the Supervisor's Job . 68 54
Inter-Departmental Cooperation 64 53
Decision Making . OOOOOOO 61 50
Supervisor's Role in Company Economics 57 47
The Tools and Techniques of Effective

SupeTvision 53 43
Supervisor's Role in Employee Discipline 49 40

322.12zeelation
Safety 66 54
Evaluation of Employee Performance . 54 44
Employee Training 52 42

The Supervisor and the Union

Labor Relations 51 41
Grievance Procedure and Arbitration , 45 37
Labor Relations Legislation 27 22

Developing Those We Su ervise

Leadership OOOOO OOOOOOO 59 48
Communications . 55 45
Human Aspect of Management 54 44
Developing the Work Team 48 40

Background Information of First-Line Sulailors

Personal, Educational, and Professional Background

113 90
107 89
103 84
95 78

104 85
94 77

100 82
104 85
92 75

91 74

89 73

71 58

102 83
106 87
100 82
99 82

Twenty-seven percent (N=35) of the first-line supervisors were 40
years of age or younger. Eighty-seven percent (N=111) were high
school graduates, and 32 percent (N=41) had the bachelor's degree.
One person had the master's degree; no one had the doctorate.
Sixteen percent (N=21) had gone to business school and 12 percent
(N=15) to trade school. The major fields of study are indicated
in the following table.
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TABLE 34

MAJOR FIELDS OF STUDY OF COLLEGE GRADUATES

Number Number
Bachelor's Master's

Business Administration 6 1

Engineering 29 0
Law 1 0
Liberal Arts OOOOO 4 0
Other (not specified) 1 0

Total OOOOOOO 41 1

The major areas of work for the first-line supervisors in the railroad
industry are shown in the following table:

TABLE 35

MAJOR AREAS OF WORK

Number Percent
Supervisors,Supervisors

Administration OOOOOOOOOO 15 12
Engineering OOOOOOOO 9 7
Finance OOOOO 2 2
Industrial Relations OOOOOO 4 3
Maintenance OOOOO 29 23
Manufacturing 3 2
Marketing and Sales 4 3
Production Control - Records . 0 0
Purchasing and Procurement OOOOO 2 2
Research and Development 2 2
Service (yard and labor personnel, etc) 10 8
Traffic and Transportation OOOOO 42 33
Other (not specified) 4 3

Total 126 100

23



Methods of Updating

Fifty-six percent (N=71) of the first-line supervisors would take a
credit course and 76 percent (N=96) would take a non-credit course
if t.hey were offered locally.

No supervisors were currently enrolled in a degree program. Three
wera planning to enroll, one for the bachelor's and two for the
master's degrees. One planned to enroll in business administration,
one in education, and one in engineering.

For the 108 supervisors who did not have plans for further formal
education, the following reasons were indicated:

TABLE 36

REASONS FOR hOT UNDERTAKING ADDITIONAL FOTZAL EDUCATION

Number
Supervisors

Percent
liTervisors

Don't have the time 44 41

Job demands no more education 10 9

Cannot afford it 8 7

Not interested 8 7

Live too far from educational center. 6 6

Hot a high school graduate 5 5

Can do better on my own 1 1

Other (not specified) 26 24

Total 108 100

First-line supervisors had used a variety of educational methods for
updating within the past four years.

TABLE 37

EDUCATIONAL METHODS USED FOR UPDATING WIThIN THE PAST FOUR YEALS
(N=128)

Number Percent
ImegjAms Supervisors

Workshops or seminars on managerial
topics 35 27

Attendance at regional or national
meetings of professional societies. 29 23

Company in-service training courses . . 25 20
Manager-Lal development within company . 18 14

Correspondence courses 10 8

Short refresher courses at colleges
or universities 9 7

High school courses to improve job
performance 7 5

Workshops or seminars in liberal
arts or humanities 2 2

Television courses 1 1
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The sources of information used by first-line supervisors in keeping
up to date with new developments are shovn in the following table:

TABLE 38

SOURCES OF INFOMATION USED IN UPDATING
(Nas117)

Percent
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sonnel (informal or formal) . 71 27 1 1 0

In-plant reports and bulletins. 68 27 0 3 2

Subordinate-superior
discusscions or meetings. . 57 35 4 1 3

Nanagement journals 29 43 13 8 7

Business reports 23 41 18 17 1

Eanufacturer's literature . . 22 43 16 17 2

Scientific and technical
journals 20 33 20 22 5

Technical books, reports,
abstracts and indexes 18 40 17 21 4

Lectures, conferences, work-
shops, and seminars 11 36 2b 14 11

Company in-service courses . 11 25 5 29 30
Professional society meetings 11 21 28 36 4

Use of consultants 5 17 21 51 6

College-university evening
courses 1 4 7 77 11

College-university day courses. 0 2 1 94 3

Firstline supervisors checked a listing of seven educational media,
which did not include formal classroom instruction, to show their
preference for media of course presentation.



TABLE 39

PREFERENCE FOR MEDIA OF COURSE PRESENTATION

Correspondence courses
Programmed instruction
Educational television

(N=128)

Number
Supervisors

.

64
58

26
Courses reóorded on records 21
Courses recorded on tapes 20
Two-way telephone courses . . . . 11
Two-way radio courses . 11
Other (not specified) 9

Company Attitudes Toward Education

Percent

-122112112E1

50
45
20
16

16
9

9

7

A total of 117 first-line supervisors responded to a question on the
attitude of their immediate superior toward continuing their educa-
tion. Thirty-two percent (Nn38) said the superior encouraged him;
67 percent said he was noncommittal, and one individual said he
discouraged him.

The attitude of the company as perceived by first-line supervisors
toward participation in educational and professional activities is
reported in the following table. The high percent who did not know
company policy on educational leave of absence indicates either lack
of policy or lack of communication.

TABLE 40

SUPERVISORS' PERCEPTION OF COMPANY
POLICY TOWARD PROFESS/ONAL DEVELOPMENT

(N0122)

Encourage Noncommittal Discourages Do Not Know
Percent Percent Percent Percent

Attend company training
courses OOOOOO 81 4 2 13

Attend professional meetings 73 8 1 18
Hold office in professional

societies 61 19 0 20
Attend seminars or workshops

away from the company . . 45 16 6 33
Enroll for advanced work . . 38 27 2 33
Write technical and profes-

sional papers 33 20 2 45
Educational leave of absence 12 11 11 66
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Forty-eight percent of the supervisors were employed by companies
which provided in-service training; 38 percent said their company did
not provide it and 14 percent did not know. Thirty-nine percent said
the training was completely on company time, 21 percent said it was
partly on company time, nine percent said it was entirely on the men's
own time, and 31 percent did not know.

Twelty-six percent reported that
astistance plan; 49 percent said
knnw. Thirty...three percent said
osier to qualify for educational

their company had an educational
it did not, and 26 percent did not
the course must be job-related . I

assistance.

Ms proportion of tuition paid by the company is shown in the table
below.

TABLE 41

PROPORTION OF TUITION PAID

Number
Supervisors

All or almost all . 12
About 3/4 . 0
About 2/3 . 0
About 1/2 0
About 1/3 0
Less than 1/3 . 0
Don't know 0 20

Total , 32

Table 42 shows the maximum amount of tuition paid by the
year as shown by the two out of a total of 32 first-line
who indicated this knowledge.

TABLE 42

mAxnam AMOUNT OF TUITION
PAID PER YEAR

company per
supervisors

More than $300 . . . . . . . .

Number
Supervisors

2
251 - 300 .

201 - 250 . . . . . . .

151 - 200 .
kb

101 - 150 OOO
51 - 100 OOOOOOOO OOO
50 or less 0 .Z.
Don't know . OOOOO 30

Total , 32
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When asked what the effect of available financial assistance was on
their motivation to undertake further education, 29 percent of the
supervisors said it strongly encouraged them, 20 percent said it
partially influenced them, and 51 percent said it had no effect.
The same inconsistency that was noted for the middle managers applies
to the supervisors: while 49 percent said that the availability of
financial aid had motivatA them to some extent to undertake additional
education, no one was actually enrolled and only three were planning
to enroll.

COMPARISON OF NEEDS OF MANAGERS AND SUPERVISORS IN RAILROADS WITH THOSE OF
MANAGERS AND SUPERVISORS IN TOTAL REPORT

The educational needs of managers and supervisors in the industrial category
,of Railroads as compared with needs of those in business and industry as seen
in the total report, "Managerial and Supervisory Educational Needs of
Business and Industry in Pennsylvania," were quite similar.

,Top Management

Of the 48 subjects listed, the following were indicated as "Should Have"
needs by 50 percent or more of the top managers:

"Should Have"
Percent

Railroads
Total
Report,

No52 No705

Communication in the Organization 65 59
Overall Strategy and Goals . . 62 50
Management Development . b 60 53
Industrial Organization and Administration . . 59 *
Effective Written Communications . . 54 50
Policy Formation . . . . 53 *
Manaaerial Motivation . . . 51 *
Long-range Planning and Forecasting for

Corporate Growth . . . * 50Effective Speaking * 50

* Less than 50 percent
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Fifty percent or more of the top managers thought that those they supervise
needed the following subjects:

"Subordinates'
Needs"
Percent

Railroads
Total
Report

Nu52 Nu705

Effective Written Communications 83 74
Effective Reading Skills , . 72 62
Listening Skills 72 62
Effective Speaking 67 67
Working Effectively with Individuals

and Groups 67 66
Communication in the Organization 67 65
Management Development 55 56
Creativity and Innovation 55
Performance Appraisal and Counseling
Techniques 57

Human Aspect of, Management 54
Mmproving Decision Making of Managers 54

* Less than 50 percent

Middle Mane ement

Of the 54 subjects listed, 50 percent or more of the middle managers in
Railroads and in the total report indicated a "Should Have" need for the
following:

"Should Have"
Percent

Railroads
Nu87

Total
Feport
N*1202

Management Development 68 66
Effective Communication in the Organization . 65 64
Working Efficiently with Individuals . . 61 65
Business Letter Writing 58
Supervisory Training and Employee Development. 51 53

* Less than 50 percent
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Subjects which 50 percent or more of the middle managers thought represented
educational needs of those they supervise were:

"Subordinates'
Needs"

Percent

Railroads

Total
!sport

Na87 Na1202

Business Letter Writing 77
Supervisory Training and Employee Development 69 61

Working Efficiently with Individuals . 68 62

Effective Report Writing. OOOOO 68
Effective Reading Skills . 67

Effective Communication in the Organization 64 56

Oral Presentation of Reports . 60
Management Development 58
Listening Skills . 51 50
Creativity and Innovation OOOOO . 50

* Less than 50 percent

First-Line Supervision

Fifty percent or more of the first-line supervisors said they "Should Have"
the following of a listing of 16 subjects:

"Should Have"
Percent

Railroads
N0128

Fundamentals of the Supervisor's Job 54
Safety 54
Inter-Departmental Cooperation 53

Decision Making 50
Leadership
The Tools and Techniques of Effective
Supervision

Human Aspect of Management
Communications

* Less than 50 percent
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RECOUINDATIONS

For the total report, ;:anagerial and Supervisory Zducational Deeds of
Business and Industry in Pennsylvania,- the following recommendations
were made:

For the University

1. The need for additional training in the area of communications -
such subjects as report writing, effective speaking, conference
leadership - was strong for all three levels of management and
also for those supervised by top and middle management. The
University should expand its programs in this field and make them
available at locations convenient to business and industry.

2. lianagement development was much needed by both top and middle
management and those they supervise. While historically the
University has been a leader in this field, its efforts should
be intensified.

3. :Addle management expressed a high need for themselves and for
those they supervise in human relations. The number of programs
in this field should be increased at the local level by the
University.

4. To meet the significant educational needs presented quantitatively
by this study, the University should expand its offerings of
courses, seminars, workshops and institutes for all three levels
of management, and make them available at convenient locations.

5. When classroom instruction was excluded, the largest number of
middle managers and first-line supervisors said they would take
courses by programmed instruction, correspondence, and educational
television. Consideration should be given to offering more courses
using these three media to help meet the self-perceived educational
needs of managers and supervisors.

For Business and Industry

1. Information on company policies toward participation in educational
activities should be much more widely disseminated among middle
managers and first-line supervisors. A large percentage do not know
the policy of their company.

2. Companies should encourage their employees to take advantage of
financial aid which is available for education.

3. The fact that a large number of management personnel felt their
superiors' attitude toward their further education was noncommittal
makes it necessary for the company to take steps to remedy this
condition.

3 1



4. Companies should help their manaters to realize and meet the

needs presented by the incruasing complexity of mo&trn business

and industry. A number of the subjects which appear to be an
integral part of modern management were not percetved as needed

by the managers and supervisors who took part in this study.

5. Since the participants felt that the most frequent method of

obtaining new information for updating was through discussion
with company personnel, the company should be aware of the

great potential of this means of dissemination of information.

6. Since about four out of ten managers are employed in companies
which do not have in-service educational programs, consideration

should be given to the development of additional in-service programs.

7. Companies should find ways of motivating their employees to avoid

obsolescence in a rapidly changing, competitive business world.

8. Greater consideration should be gtven to the use of all available

educational media, such as programmed instruction, correspondence
courses, educational television, and attendance at professional

meetings and uorkshops.

For the Individual ,Manager snd Supervisor

1. The individual should take the initiative in selecting the most

appropriate media to help him grow with the job and meet the

challenges of the future.

2. He should be aware of available financial assistance plans and

other educational activities provided by his company which may

aid him in meeting his educational objectives.

For Professional Associations

1. Professional associations should assist the companies in encouraging

more educational activities by sponsoring workshops and meetings,
subsidizing training activities, and aid in the dissemination of

information to prevent technological and managerial obsolescence.
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MANAGERIAL AN.) SUPERVISORY EDUCATIONAL NEEDS
IN THE STONE, CLAY, ALM GLASS PRODUCTS INDUSTRY IN PENNSYLVANIA

INTRODUCTION

The education and training of managers is a major problem of business and
industry today. There are a number of conditions facing business and
industry which indicate th-: need for this study. Among them are:

1. 'There is a significant increase in managerial positions and a
resulting increase in the need for managerial education and training.
Managerial positions are increasing faster than the increase in the
total work force. Education is needed to keep up to date and prevent
obsolescence, and must be a continuing process.

2. The rapid growth of managerial knowledge has increased the importance
of disseminating and applying such information.

3. Greater emphasis is being placed on leadership and motivation in
developing competence and resourcefulness.

4. There is a need for greater emphasis on long-range planning.

5. Companies must operate in increasingly complex and competitive en-
vironments. New skills and abilities are needed for new types of
work, and in today's highly competitive market improved efficiency
becomes more important.

6. Greater emphasis is being placed on international management. The

international aspects of business will become more important for
more companies in the future, as a greater proportion of sales and

profits of many domestic firms comes from abroad.

7. Scientific research and development are necessities for business
growth. The manager muat know how to make use of the results of

research.

8. Computer operations and data processing are expanding. Computer

techniques are far in advance of their application by managers.

Continuing Education has undertaken a study of this problem because of the
responsibility of The Pennsylvania State University to the citizens of the
Commonwealth in determining educational needs and in cooperation with other
educational institutions to provide education to meet such needs.
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SURVEY PROCEDURES

This report is a specific segment of a larger study,* and is based on re-

sponses from 125 managers and supervisors from nine companies in the Stone,

Clay, and Glass Products industry in Pennsylvania. The survey utilized

three questionnaire forms, one for each level of management: top management,

middle management, and first-line supervision. Each questionnaire listed

courses in a number of managerial areas pertinent to managerial personnel.

The respondents checked one of three choices: "Should Have," "Could Use,"

and "Don't Really Need." Top and middle management were asked to indicate

the courses that represented educational needs of those they supervise in

addition to their own needs; this was not asked of first-line supervision.

Middle management and first-line supervision provided information on their

educational background, methods of updating, and company attitudes toward

education; this was not asked of top management.

SUMMARY

Top Management

Of 48 courses listed, 15 were checked by 50 percent or more of top managers

as "Should Have." (Page 3)

For those they supervise, 50 percent or more of top managers said 13 courses

were needed. (Page 4)

Middle Management

Fifty percent or more of the middle managers expressed a "Should Have" need

for six courses in the areas of general management, behavioral science and

management, and communication, out of 54 courses listed in six areas.

(Page 9)

Those supervised by middle management were thought by 50 percent or more of

the managers to need five of the listed courses. (Page S)

The educational level was good, with 44 percent having the bachelor's degree.

Middle managers had used many methods of instruction and sources of infor-

mation for updating, and reported generally favorable attitudes toward

education on the part of their companies. (Pages 16-19)

* Dubin, S.S Alderman, E., and Marlow, H.L., "Managerial and Supervisory

Educational Needs of Business and Industry in Pennsylvania," The Pennsyl-

vania State University, 1967. A total of 3,620 managers at three levels

in 250 companies took part f.n the survey: 705 top managers, 1,202 middle

managers, and 1,713 first-line supervisors. Twenty-tvo industrial este-.

gories and eight sizes of companies were represented in the study.
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Fires-Line Supervision

Fifty percent or more of the first-line supervisors reported a "Should Have"

need for two out of 16 courses. (Page 21)

Twenty-two percent of the supervisors had the bachelor's degree. They had

used a variety of methods for updating and many sources of information, and

thought their companies had a favorable attitude toward continuing
education. (Pages 23-26)

TOP MANAGEMENT

In the industrial category of Stone, Clay, and Glass Products, 21 top

managers from nine companies completed the questionnaire. Top managers

were defined as "senior executives who direct an enterprise as a whole or

who head the major divisions."

Educational Needs Within Areas of Managerial Responsibility

The questionnaire for top management consisted of 48 courses on management

subjects. These were in the areas of:

General Management (14 subjects)
Behavioral Science and Management (6 subjects)

Communications Techniques (4 subjects)

Economics (2 subjects)
Quantitative Methods Applied to Business and Industry (2 subjects)

Industrial Relations and Personnel Management (7 subjects)

Financial Management (4 subjects)
Manufacturing and Production (3 subjects)

Marketing (4 subjects)
International Management (2 subjects)

The courses for which top management indicated a "Should Have" need of 50

percent or more were:

"Should Have"
Percent

Communication in the Organization 76

Managerial Motivation 72

Management Development 68

Effective Written Communications 62

Working Effectively with Individuals and Groups I 61

Performance Appraisal and Counseling Techniques 58

Improving Decision Making of Managers 57

Industrial Organization and Administration 56

Human Aspect of Management 56

Criteria and Selection of Personnel 53

Effective Speaking 53

Creativity and Innovation 50

Listening Skills 50

Incentives 50

Personnel Policy Affecting Labor-Management Relations 50

3



Fifty percent or more of the top clanagers indicated that those they supervise

needed the following courses:

"Subordinates°
Needs"
Percent

Communication ,in the Organization : 88

Effective Reading Skills e 79

Working Effectively with Individuals and Groups 78

Effective Speaking 76

Listening Skills 72

Effective Written Communications ******* 71

Managerial Motivation. . .
67

ftproving Decision Making of Managers * OOOO OOOOO 62

Human Aspect of Management 61

Performance Appraisal and Counseling Techniques O ii OOO 58

Managerial Accounting and Budgeting 56

Planning and Utilization of Physical Facilities OOOOOO 53

Operations Planning and Control 4 50

Tables 1 through 10 show the extent of the top managers' needs for each

subject listed, ranked according to the "Should Have" response. Also

included, in the "Subordinates' Needs" column, are the subjects indicated

by top management as being needed by those they supervise.
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TABLE 1

GENERAL MANAGEMENT
(N-21)

"Should Have"
"Should Have"

and "Could Use"
"Subordinates'

Needs"
Percent

Improving Decision Making of

Percent Percent

Managers 57 81 62

Industrial Organization and
Administration 56 100 44

Long-range Planning and Fore-
casting for Corporate Growth 48 77 29

Management Reporting Systems . 38 71 43

Overall Strategy and Goals . . 38 67 38

Effecttve Utilization of Man-
power Resources and
Allocation 32 69 21

Management of Research and
Development 31 62 19

Managing Major Change in
Organizations It 31 50 19

Impact of Computer Technology. 26 58 21

Policy Formation . . 24 67 24

Impact of Science and Techno-
logy on Business Management. 24 65 24

Impact of Government Legis-
lation and Controls on
Business 13 26 19

Ethical Considerations in
Business . 12 41 12

Impact of Multinational
Aspects of Planning and
Control 0 24 18

TABLE 2

BEHAVIORAL SCIENCE AND MANAGEMENT
(N018)

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent

Communication in the

Percent Percent

Organization 76 100 88

Managerial Mbtivation. . . . . 72 94 67

Working Effectively with
Individuals and Groups . . 61 83 78

Human Aspect of Management . . 56 100 61

Creativity and Innovation. 50 67 39

Political,Social,and Cultural
Trends and Their Impact on
Business Management . 18 36 24



TABLE 3

CCNMUNICATIONS TECHNIQUES
(Noll)

"Should Have" "Subordinates'
"Should Have" and "Could Use" Needs"

Percent Percent Percent

Effective Written
Communications 62 86 71

Effective Speaking 53 88 76

Listening Skills 50 94 72

Effective Reading Skills 47 89 79

TABLE 4

ECONOMICS
(NP:216)

"Should Have" "Subordinates'
"Should Have" and "Could Use" Needs"

Percent Percent Percent

Comparative Economic Systeus . 13 20 27

Economic Trends. 6 56 13

TABLE 5

QUANTITATIVE METHODS APPLIED TO BUSINESS AND /NDUSTRY
(Nal5)

"Should Have" "Subordinates'
"Should Have" and "Could Use" Needs"

Percent Percent Percent

Statistical Decision Theory. 20 53 33

Survey Course on Quantitattve
Methods. 14 57 21



TABLE 6

INDUSTRIAL RELATIONS AND PERSONNEL MANAGEMENT
(N=19)

"Should Have"
"Should Have"

and "Could Use"
"Subordinates'

Needs"
Percent Percent Percent

Management Development 68 94 47'

Performance Appraisal and
Counseling Techniques 58 90 58

Criteria and Selection of
Personnel. . . 53 90 47

Personnel Policy Affecting
Labor-Management Relations . 50 78 44

Incentives 50 72 39

Personnel Policy Affecting
Wage and Salary Structure. . 44 61 39

Personnel Policy Affecting
Employment Practices 28 61 33

TABLE 7

FINANCIAL MANAGEMENT
(N=18)

Managerial Accounting and

"Should Have"
"Should Have"

and "Could Use"
"Subordinates'

Needs"

Percent Percent Percent

Budgeting 33 55 56

Fundamentals of Financial
Reporting and Statement
Analysis 41 IP * 12 59 35

Capital Budgeting 6 50 28

Financial Planning and
Forecasting. 6 41 24

TABLE 8

MANUFACTURING AND PRODUCTION
(N=18)

"Should Have" "Subordinates'

"Should Have" and "Could Use" Needs"

Percent Percent Percent

Operations Planning and
Control 44 69 50

Planning and Utilization of
Physical Facilities 35 70 53

Operations Research Applied
to Production. 22 55 22
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TABLE 9

MARKETING
(N=18)

"Should Have" "Subordinates'
"Should Have" and "Could Use" Needs"

Percent Percent PerceAt

Logistics Planning . . 44 57 25

Pricing OOOOO . 41 70 35

Product Planning . . . 39 61 44
Marketing Research . . 12 41 29

TABLE 10

INTERNATIONAL MANAGEMENT
(N=15)

"Should Have" "Subordinates'
"Should Have" and "Could Use" Needs"

Percent Percent Percent

40 20International Understanding. 20
International Economic
Analysis 7

MIDDLE MANAGEMENT

20 0

In the industrial category of Stone, Clay, and Glass Products, 39 middle
managers from nine companies completed the questionnaire. Middle managers

were defined as "personnel assigned to executive duties in the area between

senior executives and supervisora."

Educational Needs Within Areas of Managerial Responsibility

The six areas of the questionnaire answered by all middle managers were as
follows:

General Management (13 subjects)
Behavioral Science and Management (7 sub) ects)

Communication (7 subjects)
Economics (8 subjects)
Quantitative Methods Applied to Business and Industry (15 subjects)

Computer Operations and Data Processing (4 subjects)

Managers were asked to indicate which of the 54 courses listed in the ques-
tionnaire they "Should Have," "Could Use," or "Don't Really Need." They
were also asked to indicate the courses needed by those they supervise.
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The following courses were rated "Should Have" by 50 percent or more of the

middle managers:

Management Development
Performance Appraisal and Counseling Techniques.
Working Efficiently with Individuals
Effective Communication in the Organization.
Supervisory Training and Employee Development.
Creativity and Innovation. . OOOOOOO

"Should Have"
Percent

71

65
62
61
55
51

Fifty percent or more of the middle managers thought that those they super-

vise needed the following courses:

"Subordinates'
Needs"

Percent

Effective Communication in the Organization. . O OO 64

Supervisory Training and Employee Development. 63

Working Efficiently with Individuals . . OOOO 59

Management Development . 50

Listening Skills OOOOO . 50

The following tables, 11 through 16, present the data on the six general

areas of managerial responsibility which were answered by all the middle

managers in the Stone, Clay, and Glass Products industrial category.
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GENERAL HAMM=
(N039)

"Should !lave"
"Should Have"

and "Could Use"
"Subordinates'

Needs"
Percent Percent Percent

Management Development . 71 95 50
Performance Appraisal and
Counseling Techniques 65 84 49

Working Efficiently with
Individuals 62 92 59

Supervisory Training and
Employee Development . 55 79 63

Criteria and Selection of
Personnel for Promotion, 45 74 29

Effective Utilization of Man-
power Resources and
Allocation 41 69 33

Analyzing Organizational
Behavior OOOOO 31 67 31

Principles and Analysis of
Office Systems 29 66 11

The Application of Information
Technology on Decision
Making 14 49 5

Impact of Science and Techno-
logy on Business Management. 11 54 11

Long-range Planning and Fore-
casting for Corporate Growth 11 54 5

Impact of Government Legis-
lation and Controls on
Business 11 38 3

Impact of Computer Technology, 11 33 8

TABLE 12

BEHAVIORAL SCIENCE AND MANAGEMENT
(N-38)

"Should Have" "Subordinates'
"Should Have" and "Could Use" Needs"

Percent Percent Percent

Creativity and Innovation. . , 51 75 46
Understanding Group Inter-
action and Behavior . . . 38 76 38

Human Aspect of Management 37 69 32
Management Psychology 30 71 22
Industrial Sociology 19 54 30
Impact of Consumer Behavior
on Management , . 11 43 8

Social and Cultural Trends
and Their Impact on
Business Menagement 5 46 8
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TABLE 13

COMMUNICATION
(Na37)

"Should Have"

"Should Have"
and "Could ee"

"Subordinates'
Needs"

Percent

Effective Communication in

Percent Percent

the Organization 61 97 64

Effective Reading Skills 49 84 35

Effective Report Writing . . 46 87 43

Listening Skills 42 75 50

Oral Presentation of Reports 41 87 38

Conference Leadershin. 32 62 22

Business Letter Writing 31 64 36

TABLE 14

ECONOMICS
(N035)

"Should Have"
"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent

Economics of Production and

Percent Percent

Cost 29 60 17

The Price Mechanism 14 57 9

Fundamentals of Economics 9 40 11

Economic Trends. 9 40 3

Economics of Technology and
Innovation . 6 37 3

The Economic Systems of the
United States. . . . 3 23 3

International Economics. . . 3 14 3

Comparative Economic Systems 0 14 6

11
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TABLE 15

QUANTITATIVE METHCDS APPLIED TO BUSINESS AND INDUSTRY
(N-36)

"Should Have"
"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent

Improving Decision Making of

Percent Percent

Managers . 43 83 17

Review of Basic Mathematics. 26 52 37

Applying Program Evaluation
and Review Techniques (PERT) 26 52 6

Statistical Decision Theory. 17 63 9

Replacement Management . 17 54 6

Inventory Management . 17 53 17

Statistical Procedures and
Methods . . . . 17 48 6

Probability Theory . 4 . 17 34 11

Linear Programming . . . 9 32 3

Dynamic Programming 9 32 0
Waiting Lines . 6 23 6

Analytic Geametry 6 23 6

Calculus of Finite Differences 6 21 3

Matrix Algebra 6 15 3

Calculus of Infinite Series. 3 18 6

TABLE 16

COMPUTER OPERATIONS AND DATA PROCESSING
(N=35)

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent Percent Percent

Data Systems and Processing. . 20 54 .11

Applying the Computer to
Problems of Business and
Management 17 54 11

Fundamentals of Programming
for Computer Operations 9 24 9

Mathematics for Digital
Computers OOOOO 3 18 6
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If the manager's area of major responsibility was not included in the pre-

ceding six, he was asked to complete the one of seven additional areas that

most closely corresponded to his special field of work. These were:

Industrial Relations and Personnel Management (8 subjects)

Financial Management (6 subjects)
Manufacturing and Production (10 subjects)

Marketing (9 subjects)
Sales Management (5 subjects)

International Management (10 subjects)

Research and Development (5 subjects)

The following tables, 17 through 23, show the responses for these special

fields of work:

TABLE 17

INDUSTRIAL RELATIONS AND PERSONNEL MANAGEMENT
(N.15)

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent

Recruiting, Interviewing,
Selection, Assessment of

Percent Percent

Personnel and Promotion. . 71 92 29

Job Analysis and Job
Evaluation Methods . 69 92 69

Maintaining Efficient and Up-
To-Date Personnel Records. 64 78 50

Industrial Safety and Medical
Services . . . . 50 71 43

Management and Labor Relations 46 84 54

In-plant Training. . . 40 73 27

Employee Benefit Plans . . 25 58 17

TABLE 18

FINANCIAL MANAGEMENT
(Ngs7)

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent Percent Percent

Budgets OOOOO . 29 58 14

Managerial Accounting . 14 28 0

Financial Planning and Fore-
casting OOOOO . 0 17 0

Taxes . 0 17 0

Fundamentals of Financial
Reporting and Statement
Analysis OO . OO . 0 14 0

New Developments in Equipment
Replacement Policy 0 14 0
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TABLE 19

MANUFACTURING AND PRODUCTION
(N=26)

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent Percent Percent

Value Analysis . 65 95 48

Maintenance Planning and
Control 56 84 48

Production Planning and
Control Management 54 89 27

Quality Control 48 80 36

Automation . 48 76 20

Materials Handling 43 78 57

Methods Analysis and Work
Simplification . 39 91 52

Inventory Management 35 70 26

Engineering Economy 32 68 18

Organization and Management of
Purchasing Operations 25 67 17

TABLE 20

MARKETING
(N=10)

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent Percent Percent

Product Planning 40 90 40

Fundamentals of Pricing 38 51 0

Marketing Management . 29 29 14

Marketing Research 29 29 14

Physical Distribution Methods. 25 50 0

Application of Management
Science and Computers to
Marketing Problems 25 38 0

Brand Marketing OOOOO 25 25 0

Packaging Design and
Development. . . 14 71 29

Fundamentals of Marketing. . . 14 43 14
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TABLE 21

SALES MANAGEMENT
(N.6)

"Should Have" "Subordinates'

"Should Have" and "Could Use" Needs"

Percent Percent Percent

Motivating 'Salesmen. . . . 20 40 0

Training of Field Salesmen . . 0 20 20

Compensation of Field Salesmen 0 20 0

Selection and Evaluation of
Field Salesmen 0 17 17

TABLE 22

INTERNATIONAL MANAGEMENT
(N-4)

"Should Have" "Subordinates'

"Should Have" and "Could Use" Needs"

Percent Percent Percent

Appraising and Developing
Foreign Markets. . . 0 25 0

International Law. . . . 0 0 25

International Understanding. 0 0 25

Seven other courses were noted, and no managers reported a need for them-

selves or for those they supervise.

TABLE 23

RESEARCH AND DEVELOPMENT
(N-6)

"Should Have"
"Should Have"

and "Could Use"
"Subordinates'

Needs"

Percent

Evaluation of the Research and

Percent Percent

Development Programs . 17 50 0

Planning Budgeting and Control
of Projects

guidelines for Selecting and
17 50 0

Appraising New Projects. . . 17 50 0

Building Research and Develop-
ment Teams 0 50 17

Supervision and Management of
Research Services 0 33 17
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Background Information of Middle Managers

Personal, Educational, and Professional Background

Sixty-six percent (N=26) of the 39 middle managers were 40 years of

age or younger. This means that they have at least 25 more years of

productive employment. Ninety-two percent (N=35) had completed high

school, 44 percent (N=I7) had the bachelor's degree, and eight per-

cent (N=3) had the master's degree. No one had the doctorate.

Thirteen percent (N-5) went to business school and 13 percent (N=5)

went to trade school. The major fields of study for the under-

graduate and graduate degrees are given below:

TABLE 24

MAJOR FIELDS OF STUDY OF COLLEGE GRADUATES

Nnmber
Bachelor's

Number
Master's

Architecture 1 0

Business Administration 5 2

Engineering 3 0

Liberal Arts 5 0

Mineral Industries 2 0

Psychology 0

Other (not specified) 0 1

Total 17 3

The major areas of work for the middle managers in the Stone, Clay,

and Glass Products industry are shown below:

TABLE 25

MAJOR AREAS OF WORK

Number
Managers

Percent
Managers

Administration 9 23

Engineering 3 8

Finance 2 5

Industrial Relations 2 5

Manufacturing 15 37

Marketing and Sales 1 3

Production Control -- Records 3 8

Purchasing and Procurement 2 5

Traffic and Transportation 1 3

Other (not specified) 1 3

Total 39 100
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Methods of Updating

Sixty-two percent (N=23) of the middle managers would take a credit

course and 74 percent (N=29) would take a non-credit course if they

were offered locally.

Two managers were currently enrolled for the bachelor's degree, and

one for the master's. Four managers planned to enroll, two for the

bachelor's and two for the master's degrees. The curriculum of four

managers was business administration.

Eighty-two percent had no plans for further degree work and their

reasons are given below:

TABLE 26

REASONS FOR NOT UNDERTAKING ADDITIONAL FORMAL EDUCATION

Number Percent

Mgmal Managers

Don't have the time OOOOOO 10 31

Live too far from educational center 4 13

Cannot afford it 4 13

Job demaids no more education OOOOO 3 9

Not interested . OOOOOOOOO 3 9

Not a high school graduate. OO OOOO 2 6

Other (not specified) 6 19

Total 32 100

The variety of educational methods used by middle managers for up-

dating within the past four years follows:

TABLE 27

EDUCATIONAL METHODS USED FOR UPDATING WITHIN THE PAST FOUR YEARS

(N=39)

Number Percent
Hamm Managers,

Workshops or seminars on managerial topics 21 54

Managerial development within company . . . 19 49

Company in-service training courses 15 38

Attendance at regional or national meetings

of professional societies OOOOO 12 31

Correspondence courses 5 13

Short refresher courses at colleges or
universities. OOOOOO . 9 4 10

Workshops or seminars in liberal arts or

humanities OOOOO . . . 1 3

High school courses. OOOOO .. 1 3
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Many sources of information were used by the middle managers to keep

up with new developments. Table 28 lists these sources:

TABLE 28

SOURCES OF INFORMATION USED IN UPDATING
(Nn39)

Percent

a)

a) .4
0% r4 4
r4 4.1 w w
1.1 1.A 0..4
O 0 pl M irl
a) to
O of 0 Po >
cr z)4

a) t' .1
a) o o o

44
o o

O w so 0 co 40 0 0 0 44
M NI 44 M A A M M H

Discussion with company personnel
(informal or formal) 59 38 3 0 0

Subordinate-superior discussions
or meetings 50 45 5 0 0

In-plant reports and bulletins . 48 41 8 0 3

Manufacturer's literature, 30 43 24 3 0

Business reports . 28 41 28 3 0

Company in-service courses 16 19 19 19 27

Professional society meetings, 14 27 19 35 5

Mhnagement journals. .... 11 57 22 5 5

Technical books, reports,
abstracts, and indexes 8 40 38 14 0

Scientific and technical journals. 8 38 32 19 3

Lectures, conferences, workshops,
and seminars OOOOO 3 62 16 11 8

Use of consultants 3 24 35 30 8

College and university evening
courses. . . 3 8 19 59 11

College and university day
courses. .. OOOO . 0 8 11 75 6

Middle managers responded to a listing of seven educational media,

other than classroom instruction, through which they would take

courses. (Table 29)
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TABLE 29

PREFERENCE FOR MEDIA OF COURSE PRESENTATION
(N11139)

Number
Managers,

Percent
Managers

Correspondence courses. OOOOO 15 38

Programmed instruction. . O OOOO 14 36

Educational television. OO OOO . 13 33

Courses recorded on tapes ... 6 15

Courses recorded on records 6 15

Two-way telephone courses OOOOO 4 10

Two-way radio courses OOOOO 2

Company Attitudes Toward Education

Of the 39 managers responding to a question on the attitudes of their

tamediate superior toward continuing their education, 56 percent
(N=22) said the superior encouraged them and 44 percent (N=17) said

the superior was noncommittal. No one said the superior discouraged

him.

Middle managers reported their perception of company attitudes toward

participation in professional and educational activities.

TABLE 30

MANAGERS' PERCEPTION OF COMPANY POLICY
TOWARD PROFESSIONAL DEVELOPMENT

(N=38)

Encourages Noncommittal Discourages Do Not Know

Percent Percent Percent Percent

Attend professional
meetings . 83 11 3

Attend company training
courses OOOOO 81 3

Hold office in pro-
fessional societies. . 78 11 3

Attend seminars or work-
shops away from the
company OOOOOO 78 5 3

Enroll for advanced work 64 14

Write technical and
professional papers. 60 17 3

Educational leave of
absence OOOOO 9 17 17
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Sixty-five percent of the middle managers indicated that they were
employed by companies which provided in-service training; 32 percent
were not, and three percent did not know. Sixty-two percent said
the training was entirely on company time, 19 percent said it was
partly on company time, three percent said it was not on company
time, and 16 percent did not know.

Seventy-four percent reported that their company had an educational
assistance plan. Eighteen percent said it did not and eight percent
did not know. Fifty-six percent said the course had to be job-
related in order to qualify for financial assistance.

The proportion of tuition paid by the company, as indicated by the

29 managers who responded to this question, follows:

TABLE 31

PROPORTION OF TUITION PA/D

Number
Managers

All or almost all 21

About 3/4 5

About 2/3 0

About 1/2 3

About 1/3.. 0

Less than 1/3 0

Don't know 0

Total 29

The following table shows the maximum amount of tuition paid per year
by the companies for which the middle managers work:

TABLE 32

MAXIMUM AMOUNT OF TUITION
PAID PER YEAR

Number
Managera

More than $300 10

0
0
2

0
0

50 or less 0

Don't know 15

251 - 300
201 - 250
151 - 200
101 - 150
51 - 100

Total e 27
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When asked about the effect of available company educational assis-
tance in motivating them to undertake further education, 31 percent

of the middle managers said it had strongly encouraged them, 45
percent said it had partially influenced them, and 14 percent said

it had no effect. There is an inconsistency here: while 76 percent

said the availability of financial aid motivated them to some extent
to take further education, only three persons were actually enrolled

and four were planning to.enroll. However, some who had completed
their educational objectives may have been so motivated at the time

they were enrolled.

FIRST-LINE SUPERVISION

In the industrial category of Stone, Clay, and Glass Products, 65 first-

line supervisors from nine companies completed the questionnaire. First-

line supervisors were defined as "those whose major activities have to do

with supervisory and foreman activities." The supervisors responded to a

listing of 16 course titles in the area of supervisory responsibility.

They provided information on their personal, educational, and professional

background, methods of updating, and company attitudes toward education.

Educationel Needs

The 65 first-line supervisors in the category of Stone, Clay, and Glass

Products were asked to indicate which of the 16 courses listed in the

questionnaire they "Should Have," "Could Use," or "Don't Really Need." The

following courses were rated "Should Have" by 50 percent or more of the

supervisors:

"Should Have"
Percent

Fundamentals of the Supervisor's Job . . . . 56

SafetyOOOOO . . . . 53

Table 33 gives the "Should Have" and the combined "Should Have" and "Could

Use" needs for the entire listing of 16 courses, according to four groupings.
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TABLE 33

FIRST-LINE SUPERVISION TRAINING NEEDS
(N=63)

Principles of Supervision

"Should Have"
"Should Have"

and "Could Use"
No. No. 7.

Fundamentals of the Supervisor's Job . . 35 56 57 91

Supervisor's Role in Employee Discipline 27 46 48 82

Decision Making 27 45 51 85

The Tools and Techniques of Effective
Supervision. . 27 45 49 82

Supervisor's Role in Company Economics 25 42 50 84

Inter-Departmental Cooperation . 23 38 48 80

Employee Training and Evaluation

Safety OO OOO 32 53 55 91

Employee Training 28 46 48 79

Evaluation of Employee Performance 24 41 45 77

The Supervisor and the Union

Grievance Procedure and Arbitration. 25 42 45 76

Labor Relations 25 40 44 71

Labor Relations Legislation. . 10 18 30 53

Developing Those We Supervise

Leadership . . a. 30 49 54 88

Communications . 27 44 50 82

Human Aspect of Management 25 41 52 85

Developing the Work Team 20 33 43 71

Background Information of First-Line Supervisors

Personal, Educational, and Professional Background

Fifty-four percent (N=31) of the first-line supervisors were 40 years
of age or younger. Sixty-one percent (N=39) were high school graduates,
22 percent (N=14) had the bachelor's degree, and no one had the
master's degree or the doctorate. Two percent (N=1) had gone to
business school and 17 percent (N=11) to trade school. The major
fields of study for the bachelor's degree are indicated in the
following table:
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TABLE 34

MAJOR FIELDS OF STUDY OF COLLEGE STUDENTS

Number
Bachelor's

Business Administration OOOOO OOOOOO 3

Engineering OOOOOO OOOOO 6

Liberal Arts OOOOOOOO OOOOO 1

Psychology. . . . OOOOOOOOO OOOOO 2

Other (not specified) OOOOOOOO 2

Total 14

Below is a listing of the major areas of work for the first-line
supervisors in the Stone, Clay, and Glass Products industry:

TABLE 35

MAJOR AREAS OF WORK

Ntimber Percent

Supervisors Supervisors

Administration. . OOOOOOOOO
Engineering . 0

Industrial Relations
Maintenance OOOOOO

3

4
3

10

5

6

5

16

Manufacturing. OOOOO 23 36

Production Control -- Records 8 13

Service (yard and labor personnel,etc.) 10 16

Other (not speeilied) 2 3

Total 63 100

Methods of Updating

Fifty percent (N=32) of the first-line supervisors would take a credit

course and 71 percent (N=45) would take a non-credit course if they

were offered locally.

One supervisor was enrolled for the associate degree. Twelve super-

visors planned to enroll: three for the bachelor's degree and nine

for the master's. Major fields of study were: seven in business

administration, three in engineering, and two in other fields which

were not specified.

For the eighty percent (N=52) of the supervisors who did not have

plans for further formal education, the following reasons were indicated:
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TABLE 36

REASONS FOR NOT UNDERTAKING ADDITIONAL FORMAL EDUCATION

Number Percent

Amarilas Supervisors

Not a high school graduate . 14 27

Don't have the time. OOOOO . 11 21

Cannot afford it. OOOOOO 10 19

Job demands no more education 8 15

Live too far from educational center 4 8

Not interested OOOOOO 3 6

Other (not specified) OOOOO e. 2 4

Total . 52 100

First-line supervisors had used a variety of educational methods for

updating within the past four years.

TABLE 37

EDUCATIONAL METHODS USED FOR UPDATING WITHIN THE PAST FOUR YEARS

(No65)

Number

Supervisors

Percent
Supervisors

Managerial development within company 24 37

Company in-service training courses 23 35

Workshops or seminars on
managerial topics 21 32

Attendance at regional or national
meetings of professional
societies OOOOOOOO 10 15

Correspondence courses. 0 10 15

Short refresher courses at
colleges or universities 2 3

Workshops or seminars in liberal
arts or humanities 1 2

High school courses to improve job

performance OOOOOO 1 2

Television courses 1 2
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The sources of information used by first-line supervisors in keeping

up to date with new developments are show in the following table:

TABLE 38

SOURCES OF INFORMATION USED IN UPDATING
(N=55)

0%
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0
40
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41

0
o 0
A A

0
r4
A

0 0
MI 5.4
CD ere

0
- 4
etm
2g 0.4

t%
0

0
(A°

0
4.J
er

Discussion with company personnel
(informal or formal) . . 63 35 0 0 2

Subordinate-superior discussions
or meetings OOOOO 60 31 7 0 2

In-plant reports and bulletins 53 33 5 5 4

Mavufacturer's literature. . . . 31 44 9 11 5

Mana3ement journals 28 28 22 13 9

Lectures, conferences, workshops,
and seminars OOOOO 20 28 24 15 13

Company in-service courses 19 17 17 17 30

Technical books, reports,
abstracts, and indexes . 18 40 7 24 11

Scientific and technical journals. 15 31 16 31 7

Professional society meetings. . 10 10 17 50 13

Use of consultants 8 25 23 36 8

Business reports 5 44 20 29 2

College and university evening
courses OOOOO 2 2 6 64 26

College and untversity day
courses OOO OOO 2 2 2 82 12

First-line supervisors checked a listing of seven educational media,

which did not include formal classroom instruction, to show their

preference for media of course presentation. (Table 39)
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TABLE 39

PREFERENCE FOR MEDIA OF COURSE PRESENTATION
(11,65)

Number

amExissu
Percent

,Supervisors,

Correspondence courses 29 45

Programmed instruction 23 35

Educational television 10 15

Courses recorded on records 3 5

Two&way radio courses OOOO 3 5

Courses recorded on tapes 2 3

Two-way telephone courses 1 2

Other (not specified) 3 5

Company Attitudes Toward Education

A total of 60 first-line supervisors responded to a question on the
attitude of their immediate superior toward continuing their education.
Sixty-two percent (N=37) said the superior encouraged them; 37 percent
(N022) said he was noncommittal, and one percent (N121) said he dis-
couraged him.

The attitude of the company as perceived by first-line supervisors
toward participation in educational and professional activities is
reported in the following table. The high percent who did not know
company policy indicates either a lack of policy or a lack of
communication.

TABLE 40

SUPERVISORS' PERCEPTION OF COMPANY
POLICY TOWARD PROFESSIONAL DEVELOPMENT

(N=54)

Attend company training

EncouraAe3 Noncommittal Discourages, Do Not Know
Percent Percent Percent Percent

courses 85 4 2 9

Attend seminars or work-
shops away from the
company 69 12 0 19

Enroll for advanced work 65 10 2 23

Attend professional
meetings 62 12 2 24

Hold office in pro-
fessional societies. 42 29 5 24

Write technical and pro-
fessional papers . . 37 18 3 42

Educational leave of
absence 24 13 2 61
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Seventy-five percent of the supervisors indicated that they were
employed by companies which provided in-service training; 20 percent

said their company did not provide it and five percent did not know.

Forty-two percent said the training was completely on company time,

percent said it was partly on company time, nine percent said it

was entirely on the men's own time, and 15 percent did not know.

Eighty-one percent reported that their company had an educational

assistance plan; 11 percent said it did not, and eight percent did not

know. Fifty-nine percent said the course must be job-related in

order to qualify for educational assistance.

The proportion of tuition paid by the company, as indicated by the 41

supervisors who answered this question, is shown in the table below:

TABLE 41

PROPORTION OF TUITION PAID

Number

Supervisors

All or almost all OOOOOOOOO O 20

About 3/4 7

About 2/3 1

About 1/2. OOOOOOOOOOOOO . 3

About 1/3 0

Leas than 1/3 0

Don't know 10

Total 41

Table 42 shows the maximum amount of tuition paid per year by the

companies employing the first-line supervisors.

TABLE 42

MAXIMUM AMOUNT OF TUITION
PAID PER YEAR

Number
Supervisors,

More than $300 5

251 - 300 1

201 - 250 0

151 200 1

101 - 150 0

51 - 100 . 0

50 or less ...
1

Don't know 4 30

Total 38
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When asked what the effect of available financial assistance was on

their motivation to undertake further education, 23 percent of the

supervisors said it strongly encouraged theta, 47 percent said it

partially influenced them, and 30 percent said it had no effect.

The seeming inconsistency that was noted for the middle managers

applies to the supervisors: while 70 percent said that the avail-

ability of financial aid had motivated them to some extent to

undertake additional education, only one of the 65 respondents was

actually enrolled and 12 were planning to enroll.

COMPARISON OF NEEDS Cf MANAGERS AND SUPERVISORS IN THE STONE, CLAY, AND

GLASS PRODUCTS INDUSTRY WITH THOSE OF MANAGERS AND SUPERVISORS IN TOTAL

REPORT

The educational needs of managers and supervisors in the industrial category

of Stone, Clay, and Glass Products as compared with needs of those in

business and industry as seen in the total report, "Managerial and Super-

visory Educational Needs of Business and Industry in Pennsylvania," varied

a good deal. For top and middle management and those they supervise, the

needs were higher, but for the first-line supervisors the needs were lower.

Top Management

Of the 48 subjects listed, the following were indicated as "Should Have"

needs by 50 percent or more of the top managers:

Stone,

and Glass

"Should Have"

Total
Report

Percent

Clay,
Products

N=21 N=705

Communication in the Organization. . . 76 59

Managerial Motivation OOOOO 72

Management Development 68 53

Effective Written Communications 62 50

Working Effectively with Individuals and Groups 61

Performance Appraisal and Counseling Techniques 58

Improving Decision Making of Menagers . . 57

Industrial Organization and Administration 56

Human Aspect of Management OOOOOOOOO 56

Criteria and Selection of Personnel. 53

Effective Speaking 53 50

Creativity and Innovation. 50

Listening Skills OOOOO 50

Incentives
50

Personnel Policy Affecting Labor-Management Relat ions. 50

Long-range Planning and Forecasting for Corporate

Growth OOOOO 50

Overall Strategy and Goals OOOOO 50

* Less than 50 percent
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Fifty percent or more of the top managers thought that those they super-
vise needed the following subjects:

"Subordinates'
Needs"
Percent

Stone, Clay,
and Glass Products

Total
Report
N=705

Communication in the Organization 88 65
Effective Reading Skills. . . 79 62
Working Effectively with Individuals and Groups 78 66
Effective Speaking 76 67

Listening Skille OOOOOO 72 62

Effective Written Communications. . 71 74
Managerial Motivation 67
Improving Decision Making of Manager 62 54
Human Aspect of Management 61 54

Performance Appraisal and Counseling Techniques 58 57

Managerial Accounting and Budgeting 56
Planning and Utilization of Physical Facilities 53
Operations Planning and Control . . OOOOO 50
Management Development 56

* Less than 50 percent

Middle Management

Of the 54 subjects listed, 50 percent or more of the middle managers in
Stone, Clay, and Glass Products and in the total report indicated a "Should
Have" need for the following:

"Should Have"
Percent

Stone, Clay,
and Glass Products Ioe:tolt

Ne39 P=1,202

Management Development OOOOOOO 71 66
Performance Appraisal and Counseling Techniques . . . 65

Working Efficiently with Individuals 62 65

Effective Communication in the Organization 61 64
Supervisory Training and Bmployee Development 55 53

Creativity and Innovation OOOOOOOOO 51

* Less than 50 percent
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Subjects which 50 percent or more of the middle managers thought repre-
sented educational needs of those they supervise were:

Stone,
and Glass

"Subordinates'
Needs"

Total
Report

Percent

Clay,
Products

N=39 N=1,202

Zffective Communication in the Organization 64 56

Supervisory Training and Employee Development . . 63 61

Working Efficiently with Individuals OOOO . 59 62

Listening Skills i,' OOOOOOOOO 50 50

Management Development OOOOOOOOOO 50 *

* Less than 50 percent

First-Line Supervision

Fifty percent or more of the first-line supervisors said they "Should Have"

the following of a listing of 16 subjects:

"Should Have"
Percent

Stone, Clay, Total
and Glass Products Blayt

N=65 N=1,713

Fundamentals of the Supervisor's Job 56 64

Safety 53 *

Leadership * 57

The Tools and Techniques of Effective Supervision e * 55

Decision Making * 54

Human Aspect of Management * 53

Communications * 51

* Less than 50 percent
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RECOMMENDATIONS

For the total report, "Managerial and Supervisory Educational Needs of

Business and Industry in Pennsylvania," the following recommendations were

made:

For the University

1. The need for additional training in the area of communications --

such subjects as report writing, effective speaking, conference

leadership -- was stroag for all three levels of management and

also for those supervised by top and middle management. The

University should expand its programs in this field and make them

available at locations convenient to business and industry.

2. Management development was much needed by both top and middle

management and those they supervise. While historically the

University has been a leader in this field, its efforts should be

intensified.

3. Middle management expressed a high need for themselves and for those

they supervise in human relations. The number of programs in this

field should be increased at the local level by the University.

4. To meet the significant educational needs presented quantitatively

by this study, the University should expand its offerings of courses,

seminars, workshops and institutes for all three levels of manage-

ment, and make them available at convenient locations.

5. When classroom instruction was excluded, the largest number of middle

managers and first-line supervisors said they would take courses

by programmed instruction, correspondence, and educational television.

Consideration should be given to offering more courses using these

three media to help meet the self-perceived educational needs of

managers and supervisors.

For Business and Industrx

1. Information on company policies toward participation in educational

activities should be much more widely disseminated among middle

managers and first-line supervisors. A large percentage do not know

the policy of their company.

2. Companies should encourage their employees to take advantage of

financial aid which is available for education.

3. The fact that a large number of management personnel felt their

superiors' attitude toward their further education was noncommittal

makes it necessary for the company to take steps to remedy this

condition.
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4. Companies should help their managers to realize and meet the needs
presented by the increasing complexity of modern business and
industry. A number of the subjects which appear to be an integral
part of modern management were not perceived as needed by the
managers and supervisors who took part in this study.

5. Since the participants felt that the most frequent method of
obtaining new information for updating was through discussion with
company personnel, the company should be aware of the great
potential of this means of dissemination of information.

6. Since about four out of ten managers are employed in companies which
do not have in-service educational programs, consideration should be
given to the development of additional in-service programs.

7. Companies should find ways of motivating their employees to avoid
obsolescence in a rapidly changing, competitive business world.

8. Greater consideration should be given to the use of all available
educational media, such as programmed instruction, correspondence
courses, educational television, and attendance at professional
meetings and workshops.

For the Individual Manager and Supervisor

1. The individual should take the initiative in selecting the most
appropriate media to help him grow with the job and met the
challenges of the future.

2. He should be aware of available financial assistance plans and
other educational activities provided by his company which may aid
him in meeting his educational objectives.

For Professional Associations

1. Professional associations should assist the companies in encouraging
more educational activities by sponsoring workshops and meetings,
subsidizing training activities, and aid in the dissemination of
information to prevent technological and managerial obsolescence.
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PUBLICATIONS OF THE DEPARTMENT OF PLANNING STUDIES

"Educational Needs of Manage.La and Supervisors in Cities, Boroughs, and

Townships in Pennsylvania" lf.:68 ($2.00)

"Managerial and Supervisory Educational Feeds of Business and Industry
in Pennsylvania" 1967 ($5.00)

"Survey Report of Managerial and Supervisory Educational Feeds of Business
and Industry in Pennsylvania" 1967 ($1.00)

Specific Reports by Industrial Category from "Managerial and Supervisory
Educational Needs of Business and Industry in Pennsylvania" ($1.0C each):

M-63 Banks
14-64 Chemical, Rubber, and Plastic Products
14-65 Construction
14-66 Department Stores
14-67 Electrical Machinery
14-68 Fabricated Metal Products
14-69 Food and Kindred Products
14-70 Insurance
14-71 Machinery (Except Electrical)
14-72 Petroleum Refining
14-73 Primary Metals
14-74 Professional, Scientific, and Controlling Instruments
14-75 Railroads
14-76 Stone, Clay, and Glass Products
M-77 Telephone and Telegraph
14-78 Transportation
14-79 Transportation Equipment
14-80 Gas and Electric Utilities
14-81 Apparel, Textiles, and Leather

"Research Report of Continuing Professional Education for Engineers in
Pennsylvania" 1965 ($5.00)

"Survey Report of Continuing Professional Education for Engineers in
Pennsylvania" 1965 ($3.5C)

Fifty-three specific reports from "Research Report of Continuing
Professional Education for Engineers in Pennsylvania," in such categories
as engineering fields, industrial categories, plant size, and geographic
areas ($2.50 each):

Engineering Fields:

E-1 Chemical
E-2 Civil
E-3 Electrical-Electronics
E-4 Electrical-Power
E-5 Engineering-General
E-6 Industrial
E-7 Mechanical
E-8 Metallurgical
E-9 Mining



Industrial Groups:

E-10 Aircraft, Motors, and Parts
E-11 Chemical and Allied
E-12 Electrical Machinery and Equipment
E-13 Machinery
E-14 Mining
E-15 Paper and Allied
E-16 Petroleum R7:fining

E-17 Primary Metals
E-18 Professioual, Scientific, and Controlling Instruments
E-19 Research and Consulting Laboratories
E-20 Transportation
E-21 Electric Utilities
E-22 Gas Utilities
E-23 Telephone and Telegraph
E-24 Water Utilities
E-53 Construction
E-25 State Government Employees

"The Determination and Measurement of Supervisory Training Needs of Hospital
Personnel -- A Survey of Pennsylvania Hospitals" 1965 ($2.25)

Specific Reports by Hospital Departments from "The Determination and
Measurement of Supervisory Training Needs of Hospital Personnel -- A
Survey of Pennsylvania Hospitals" ($.75 each):

Continuing Professional Educational Needs of:

H-54 Hospital Administrators
H-55 Nursing Service and Nursing Education
11-56 Supervisory Personnel in the Dietary Department
H-57 Supervisory Personnel in the Engineering and Maintenance

Department
H-58 Supervisory Personnel in the Business Office and Purchasing

Department
H-59 Supervisory Personnel in the Medical Records Department
H-60 Supervisory Personnel in the Institutional Care Departments
H-61 Personnel Directors
H-62 Supervisory Personnel in the Clinical and Radiology Labora-

tories

The above publications may be
purchased from:

Continuing Education Business Office
J. Orvis Keller Building
The Pennsylvania State University
University Park, Pennsylvania 16802

Information about the above publications
may be secured from:

Department of Planning Studies
One Shields Building
The Pennsylvania State University
University Park, Pennsylvania 16CC2
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MANAGERIAL AND SUPERVISORY EDUCATIONAL NEEDS
IN THE TELEPHONE AND TELEGRAPH INDUSTRY IN PENNSYLVANIA

INTRODUCTION

The education and training of managers is a maj.r problem of business and
industry today. There are a number of conditions facing business and
industry which indicate the need for this study. Among them are:

1. There is a significant increase in managerial positions and a
resulting increase in the need for managerial education and training.
Managerial positions are increasing faster than the increase in the
total work force. Education is needed to keep up to date and prevent
obsolescence, and must be a continuing process.

2. The rapid growth of managerial knowledge has increased the importance
of disseminating and applying such information.

3. Greater emphasis is being placed on leadership and motivation in
developing competence and resourcefulness.

6. There is a need for greater emphasis on long-range planning.

5. Companies must operate in increasingly complex and competitive
environments. New skills and abilities are needed for new types

of work, and in today's highly competitive market improved

efficiency becomes more important.

6. Greater emphasis is being placed on international management. The

international aspects of business will become more important for

more companies in the future, as a greater proportion of sales and

profits of many domestic firms comes from abroad.

7. Scientific research and development are necessities for business

growth. The manager must know how to make use of the results of

research.

8. Computer operations and data processing are expanding. Computer

techniques are far in advance of their application by managers.

Continuing Education has undertaken a study of this problen because of the

responsibility of The Pennsylvania State University to the citizens of the

Commonwealth in determining educational needs and in cooperation with other

educational institutions to provide education to meet such needs.
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SURVEY PROCEDURES

This report is a specific segment of a larger study,* and is based on re-
sponses from 313 managers and supervisors from ten companies in the Tele-
phone and Telegraph industry in Pennsylvania. The survey utilized three
questionnaire forms, one for each level of management: top management,

middle management, and first-line supervision. Each questionnaire listed
courses in a number of managerial areas pertinent to managerial personnel.

The respondents checked one of three choices: "Should Have," "Could Use,"

and "Don't Really Need." Top and middle management were asked to indicate
the courses that represented educational needs of those they supervise in
addition to their own needs; this was not asked of first-line supervision.
Middle management and first-line supervision provided information on their
educational background, methods of updating, aud company attitudes toward
education; this was not asked of top management.

SUMMARY

Top Management

Ot 48 courses listed, 13 were checked by 50 percent or more of top managers

as "Should Have." (Page 3)

For those they supervise, 50 percent or more of top managers said 16 courses

were needed. (Page 4)

Middle Management

Fifty percent or more of the middle managers expressed a need for ten of

54 listed courses, in areas of communication, general management, and
behavioral science and management. (Page 9)

Those supervised by middle management were thought by 50 percent or more of
the managers to need 12 of the listed courses. (Page 10)

The educational level was fairly ifth, with 37 percent having the bachelor's

degree. Middle managers had used many methods of instruction and sources
of information for updating, and reported generally favorable attitudes
toward education on the part of their companies. (Pages 17-20)

* Dubin, S.S., Alderman, E., and Marlow, H.L., "Managerial and Supervisory
Educational Needs of Business and Industry in Pennsylvania," The
Pennsylvania State University, 1967. A total of 3,620 managers at three

levels in 250 companies took part in the suTvey: 705 top managers,
1,202 middle managers, and 1,713 first-line supervisors. Twenty-two

industrial categories and eight sizes of companies were represented in

the study.
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First-Line Su ervision

Fifty percent or more of the first-line supervisors reported a "Should Have"

need for 12 out of 16 courses. (Page 22)

Twelve percent of the supervisors had the bachelor's degree. They had used

a variety of methods for updating and many sources of information, and
thought their companies had a favorable attitude toward continuing education.

(Page3 23.,24)

TOk MANAGEMENT

In the industrial category of Telephone and Telegraph, 58 top managers from

ten companies completed the questionnaire. Top managers were defined as

senior executives who direct an enterprise as a whole or who head the

major divisions."

Educational Needs Within Areas of Managerial Responsibilitz

The questionnaire for top management consisted of 48 suggested courses on

management subjects. These were in the areas of:

General Management (14 subjects)

Behavioral Science and Management (6 subjects)

Communications Techniques (4 subjects)

Economics (2 subjects)
Quantitative Methods Applied to Business and Industry (2 subjects)

Industrial Relations and Personnel Management (7 subjects)

Financial Management (4 subjects)
Manufacturing and Production (3 subjects)

Marketing (4 subjects)

International Management (2 subjects)

The courses with a "Should Have" need of 50 percent or more were:

"Should Have"
Percent

Communication in the Organization OOOOOO OOOOOO 67

Impact of Computer Technology 65

Performance Appraisal and Counseling Techniques 61

Overall Strategy and Goals 60

Management Development 57

Effective Speaking 56

Listening Skills 56

Managerial Motivation 56

Working Effectively with Individuals and Groups OOOOOO . 56

Long-range Planning and Forecasting for Corporate Growth. . . 54

Managing Major Change in Organizations 52

Policy Formation 50

Improving Decision Making of Managers 50

3



Fifty percent or more of the top managers indicated that those they super-
vise needed the followine courses

'Subordinates'
Needs'

Percent

Effective Written Communications 87

Improving Decision Naking of Nanagers 85
Working Effectively with Individuals and Groups 83

Effective Speaking 80

Communication in the Organization 79

Performance Appraisal and Counseling Techniques ..... . 76

Listening Skills 75

Aanagement Development 74

Effective Reading Skills 71

Human Aspect of lianagement 69

Nanagerial Notivation . 67

Criteria and Selection of Personnel 67

Impact of Computer Technology 59

lianagement Reporting Systems 55

Statistical Decision Theory 53

Creativity and Innovation 52

Tables 1 through 10 show the extent of the top managers needs for each
subject listed, ranked according to the 'Should Nave' response. Also
included, in the "Subordinates' Needs column, are the subjects indicated
by top management as being needed by those they supervise.
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TABLE 1

GENERAL MANAGEMENT
(N=58)

Should Have"
"Should Have"

and "Could Use
"Subordinates'

Needs-
Percent Percent Percent

Impact of Computer Technology. . 65 87 59
Overall Strategy and Goals . . . 60 76 36
Long-range Planning and Fore-

casting for Corporate Growth
lianaging Major Change in

54 83 39

Organizations 52 78 30
Improving Decision Ilaking of
Managers 50 91 85

Policy Formation 50 79 30
Management Reporting Systems . . 47 81 55
Impact of Government Legislation
and Controls on Business . . . 46 79 42

Industrial Organization and
Administration OOOOO . 46 75 37

Effective Utilization of Uan-
power Resources and Allocation 42 77 44

Impact of Science and Technology
on Business Management 40 73 37

Ethical Considerations in
Business 30 69 36

Hanagement of Research and
Development 7 24 7

Impact of Aultinational Aspects
of Planning and Control 2 6 2

TABLE 2

BEHAVIORAL SCIENCE AHD NAHAGEEENT
(N=57)

'Should Have'
'Should Have'

and 'Could Use'
"Subordinates'

Needs"
Percent

Communication in the

Percent Percent

Organization 67 92 79
Managerial liotivation 56 93 67
Working Effectively with

Individuals and Groups . . 56 82 83
Creativity and Innovation. . . . 46 65 52
Human Aspect of Management . . . 45 78 69
Political, Social, and Cultural

Trends and Their Impact on
Business .anagement 26 60 32
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TABLE 3

COMMUNICATIONS TECHNIQUES
(N=56)

"Should Have"
Percent

"Should Have"
and "Could Use"

Percent

"Subordinates'
Needs"

Percent

Effective Speaking 56 86 80

Listening Skills 56 83 75

Effective Written Communications 48 77 87

Effective Reading Skills . . . . 43 75 71

TABLE 4

ECONOMICS
(N=48)

"Should Have"
"Should Have" and "Could Use"

Percent Percent

"Subordinates'
Needs"

Percent

Economic Trends 13 59 27

Comparative Economic Systems . . 10 35 19

TABLES

QUANTITATIVE METHODS APPLIED TO BUSINESS AND INDUSTRY
(N=49)

"Should Have" "Subordinates'

"Should Have" and "Could Use" Needs"

Percent Percent Percent

Statistical Decision Theory . 29 62 53

Survey Course on Quantitative
Methods 9 OOOOOO 28 51 32
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TABLE 6

INDUSTRIAL RELATIONS AND PERSONNEL MANAGEMENT
(N-54)

"Should Have"
"Should Have"

and "Could Use"
"Subordinates/

Needs"

Percent

Performance Appraisal and

Percent Percent

Counseling Techniques. . . . 61 91 76

Management Development . . . . 57 91 74

Criteria and Selection of
Personnel 46 71 67

Incentives 32 68 38

Personnel Policy Affecting Labor-
Management Relations : . 31 74 41

Personnel Policy Affecting Wage
and Salary Structure . . 29 67 29

Personnel Policy Affecting
Employment Practices . . 27 58 38

TABLE 7

FINANCIAL MANAGEMENT
(N=54)

"Should Have"
"Should Have"
and "Could Use"

"Subordinates/
Needs"

Percent Percent Percent

Capital Budgeting . .. i, . 44 64 35

Financial Planning and
Forecasting 41 43 69 25

Managerial Accounting and
Budgeting 40 66 38

Fundamentals of Financial
Reporting and Statement
Analysis 38 63 42

TABLE 8

MANUFACTURING AND PRODUCTION
(NE145)

. "Should Have" "Subordinates/

"Should Have" and "Could Use" Needs"

Percent Percent Percent

Planning and Utilization of
Physical Facilities . 11 29 18

Operations Planning and Control. 5 19 14

Operations Research Applied to
Production . . 5 17 7
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TABLE 9

MARKETING
(N=48)

"Should Have" "Subordinates'
"Should Have" and "Could Use" Needs"

Percent Percent Percent

Marketing Research 21 40 29

Pricing . 13 33 20

Product Planning 9 28 14

Logistics Planning . 5 19 10

TABLE 10

INTERNATIONAL MANAGEMENT
(N=48)

"Should Have" "Subordinates'
"Should Have" and "Could Use" Needs"

Percent Percent Percent

International Understanding . 15 34 8

International Economic Analysis 4 25 2
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MIDDLE MANAGEMENT

In the industrial category of Telephone and Telegraph, 108 middle managers

from ten companies completed the questionnaire. Middle managers were

defined as "personnel assigned to executive duties in the area between

senior executives and supervisors."

Educational Needs Within Areas of Managerial Responsibility

The six areas of the questionnaire answered by all middle managers were as

follows:

General Management (13 subjects)
Behavioral Science and Management (7 subjects)

Communication (7 subjects)

Economics (8 subjects)
Quantitative Methods Applied to Business and Industry (15 subjects)

Computer Oierations and Data Processing (4 subjects)

Managers were asked to indicate which of the 54 courses listed in the

questionnaire they "Should Have," "Could Use," et- "Don't Really Need."

They were also asked to indicate the courses needed by those they supervise.

The following courses were rated "Should Have" by 50 percent or more of the

middle managers:

"Should Have"
Percent

Effective Communication in the Organization 81

Working Efficiently with Individuals 76

Management Development 72

Performance Appraisal and Counseling Techniques 69

Criteria and Selection of Personnel for Promotion 68

Supervisory Training and Employee Development 58

Listening Skills 58

Human Aspect of Management 56

Effective Reading Skills 54

Oral Presentation of Reports 53

Fifty percent or more of the middle managers thought that those they

supervise needed the following courses:
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"ftbordinates'
Needs"

Percent

Supervisory Training and Smployee Development 88
Working Efficiently with Individuals . . OOOOOOO 81
Effective Communication in the Organization 77
Management Development 73
Listening Skills 68
Performance Appraisal and Counseling Techniques 66
Effective Reading Skills 65
Business Letter Writing 63
Oral Presentation of Reports O OOOOOOOOOOO 61
Criteria and Selection of Personnel for Promotion. O OOOO 58
Effective Report Writing 57
Human Aspect of Management 56

The tables following, 11 through 16, present the data on the six general
areas of managerial responsibility which were answered by all the middle
managers in the Telephone and Telegraph category.

TABLE 11

GENERAL MANAGEMENT
(N=102)

"Should Have"
"Should Have"

and "Could Use"
"Subordinates'

Needs"
Percent

Working Efficiently wlth

Percent Percent

Individuals 76 95 81
Management Development . 72 94 73
Performance Appraisal and

Counseling Techniques . 69 88 66
Criteria and Selection of

Personnel for Promotion. . . 68 88 58
Supervisory Training and

Employee Development 58 82 88
Analyzing Organizational

Behavior 38 74 28
Principles and Analysis of
Office Systems 34 64 23

The Application of Information
Technology on Decision Making. 30 68 27

Long-range Planning and Fore-
casting for Corporate Growth . 30 59 19

Effective Utilization of Man-
power Resources and Allocation 26 60 29

Impact of Computer Technology. . 25 64 28
Impact of Science and Technology
on Business Management 17 60 23

Impact of Government Legislation
and Controls on Business . . . 17 53 14
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TABLE 12

BEHAVIORAL SCIENCE AND MANAGEMENT
(N=99)

"Should Have"
"Should Have"

and "Could Use"
"Subordinates'

Needs"

Percent Percent Percent

Human Aspect of Management . . 56 85 56

Creativity and Innovation . 38 78 38

Management Psychology 36 79 33

Understanding Group Interaction
and Behavior OOOOO 35 83 47

Industrial Sociology 20 61 21

Social and Cultural Trends and
Their Impact on Business
Management 19 50 18

Impact of Consumer Behavior on
Management OOOOO 15 40 14

TABLE 13

COMMUNICATION
(N=99)

"Should Have"
"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent

Effective Communication in the

Percent Percent

Organization 81 95 77

Listening Skills OOOOO 58 85 68

Effective Reading Skills . . 54 85 65

Oral Presentation of Reports . 53 84 61

Business Letter Writing 48 79 63

Effective Report Writing . . . 46 77 57

Conference Leadership 41 79 47
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TABLE 14

ECONOMICS
(N=97)

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent Percent Percent

Fundamentals of Economics 23 51 28

Economic Trends 19 51 18

Economics of Production and Cost 15 41 17

The Economic Systems of the

United States 13 43 13

The Price Mechanism 9 35 11

Comparative Economic Systems. . 3 29 9

Economics of Technology and
Innovation 3 24 1

International Economics 2 19 1

TABLE 15

QUANTITATIVE METHODS APPLIED TO BUSINESS AND INDUSTRY

(N=102)

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent

Improving Decision Meking of

Percent Percent

Managers 45 79 40

Review of Basic Mathematics. 32 55 38

Applying Program Evaluation and

Review Techniques (FERT) . . 26 56 26

Statistical Procedures and

Methods 26 49 26

Statistical Decision Theory . 21 63 24

Replacement Management 20 47 16

Probability Theory . 18 47 20

Waiting Lines. . . OOOO 14 29 13

Inventory Management , II, 10 33 13

Linear Programming 8 29 10

Dynamic Programming 8 26 9

Matrix Algebra 8 16 8

Analytic Geometry 6 24 7

Calculus of Infinite Series. 5 15 6

Calculus of Finite Differences 5 14 4
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TABLE 16

COMPUTER OPERATIONS AND DATA PROCESSING
(Ngs98)

"Should Have" "Subordinates'
"Should Have" and "Could Use" Needs"

Percent Percent Percent

Applying the Computer to Problems
of Business and Management . . 34 66 33

Data Systems and Processing. 33 71 34

Fundamentals of Programming for
Computer Operations 23 48 24

Mathematics for Digital Computers 15 30 11

If the manager's area of major responsibility was not included in the pre-
ceding six, he was asked to complete the one of seven additional areas that
most closely corresponded to his special field of work. These were:

Industrial Relations and Personnel Management (8 subjects)

Financial Management (6 subjects)
Manufacturing and Production (10 subjects)

Marketing (9 subjects)
Sales Management (5 subjects)
International Management (10 subjects)
Research and Development (5 subjects)

The following tables, 17 through 23, show the responses.

TABLE 17

INDUSTRIAL RELATIONS AND PERSONNEL MANAGEMENT
(N=49)

"Should Have"
"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent

Job Analysis and Job Evaluation

Percent Percent

Methods OOOOOOO 61 85 48

In-plant Training 60 85 44

Recruiting, Interviewing,
Selection,Assessment of
Personnel and Promotion, 57 88 43

Maintaining Efficient and Up-To-
Date Personnel Records 50 72 35

/ndustrial Safety and Medical
Serv=ces

Ill
40 52 29

Salary and Wage Administration 37 64 17

Management and Labor Relations 31 62 24

Employee Benefit Plans 31 49 18
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TABLE 18

FINANCIAL MANAGEMENT
(N=22)

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent Percent Percent

Budgets 55 82 50

New Developments in 'Equipment
Replacement Policy 45 68 23

Managerial Accounting. . . . . 40 60 30

Financial Planning and Fore-
casting 35 64 29

Taxes. ***** 35 53 29

Fundamentals of Financial
Reporting and Statement
Analysis ...... . . . . 26 63 26

TABLE 19

MANUFACTURING AND PRODUCTION
(N=26)

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent Percent Percent

Maintenance Planning and Control 46 61 35

Engineering Economy. 33 66 33

Organization and Management of
Purchasing Operations. . . . 29 39 19

Methods Analysis and Work Simpli-
fication 27 69 35

Value Analysis . . . . . . . 24 34 24

Production Planning and Control
Management 22 35 22

Quality Control. . . . . . . . 21 34 21

Automation II 19 33 19

Inventory Management . . . . 18 36 18

Materials Handling . . . . . . 18 23 14
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TABLE 20

NARKETING
(N=25)

"Should Have-
"Should Have"

and 'Could Use"
"Subordinates'

Needs"

Percent Percent Percent

Marketing Dianagement 48 60 36

Fundamentals of harketing. . 39 65 35

Marketing Research 36 63 27

Product Planning 30 50 20

Application of Management
Science and Computers to
Marketing Problems 29 48 14

Fundamentals of Pricing. . . . 19 43 10

Physical Distribution Nethods 18 27 9

Brand Marketing G OOOO 0 O 14 32 18

Packaging Design and
Development 10 20 5

TABLE 21

SALES MANAGEMENT
(N=19)

"Should Have" "Subordinates'

'Should Have" and "Could Use' Needs"
Percent Percent Percent

Motivating Salesmen 53 53 32

Selection and Evaluation of
Field Salesmen 44 44 31

Compensation of Field Salesmen 40 40 33

Supervision of Field Salesmen. 38 44 38

Training of Field Salesmen . . 31 44 38
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TABLE 22

INTERNATIONAL liANAGENENT
(N=12)

-Should Eavej Subordinates'
"Should have and 'Could Use' Needs"

Percent Percent Percent

Sources of Funds: Financing of
Day-to-Day Transactions. . . 3 25

International Economic Analysis. 8 16

1:ionetary Exchange Problems . . 0 17

14one of the middle managers indicated any need for six other subjects in
international management for themselves or for those they supervise.

RESEARCH AND DEVELOPUENT
(N=14)

'Should Have'
"Should Have'

and -Could Use'
-Subordinates'

Needs"
Percent

Evaluation of the Research and

Percent Percent

Development Program 25 33 17
Guidelines for Selecting and
Appraising New Programs . . 14 35 14

Supervision and Hanagement of
Research Services 8 23 8

Planning Budgeting and Control
of Projects 7 43 0

Building Research and
Development Teams 7 36 7



Allsuassaugamstion of Middle Manama

Personal, Educational, and Professional Background

Thirty-seven percent (N040) of the middle managers were 40 years of

age or younger. This means that they have at least 25 more years of

productive employment. Ninety-six percent (N0104) had completed

high school, 37 percent (Nm40) had the bachelor's degree, and three

percent (N-3) had the master's degree. No one had the doctorate.

Eleven percent (Nm12) went to business school and two percent (Nm2)

went to trade school. The major fields of study for the undergraduate

and graduate degrees are given below.

TABLE 24

MAJOR FIELDS Cf STUDY OF COLLEGE GRADUATES

NUmber
Bachelor's

Number
Master's

Architecture . . 1 0

Business Administration 15 1

Education 5 1

Engineering OOOOO 9 0

Law . OOOOO 1 1

Liberal Arts 8 0

Psychology 1 0

Total 40 3

The major areas of work for the middle managers in the Telephone and

Telegraph industry are shown below.

TABLE 25

MAJOR AREAS OF WORK

NUmber
Managers

Percent
Managers

Administration OOOOO .. 60 55

Engineering OOOOOO .. 15 14

Finance OOOOO 3 3

Industrial Relations OOOOOO 3 3

Maintenance . .
6 6

Marketing and Sales. . 8 7

Production Control -- Records 3 3

Purchasing and Procurement 2 2

Service (yard and labor personnel, etc.) 2 2

Traffic and Transportation . 1 1

Other (not specified) 0 0 4 4

Total OOOOOOOOOO 107 100
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liethods of Updating

Fifty-one percent (11-54) of the waddle managers would take a credit

course and 53 percent (H=63) would take a non-credit course if they

were offered locally.

Five managers were currently enrolled for the bachelor's degree.

Nine planned to enroll, two for the associate degree, two for the

bachelor's, and five for the master's. The curriculum preferred by

those enrolled or planning to enroll was: nine in business admin-

istration, two in engineering, one in architeture, and one in edu-

cation.

Eighty-one percent had no plans for further degree work and their

reasons are given below:

TABLE 26

REASONS FOR NOT UNDERTAKING ADDITIONAL FORMAL EDUCATION

Number Percent
I:imagers Managers

Don't have the time 24 27

Not interested 12 14

Job demands no more education 11 13

Live too far from educational center. 6 7

Cannot afford it 5 6

Can do better on my own 2 2

Sot a high school graduate 2 2

Other (not specified) 26 29

Total 88 100

Middle managers had used a variety of educational methods for up-

dating within the past four years.

TABLE 27

EDUCATIONAL METHODS USED FOR UPDATING WITHIN TUE PAST FOUR YEARS

(Nn108)

Number Percent

Ilanagers Managers

Workshops or seminars on managerial topics. 72 67

Ilanagerial development within company 0 68 63

Company in-service training courses 59 55

Attendance at regional or national
meetings of professional societies. . . 35 32

Short refresher courses at colleges or

universities 14 13

Correspondence courses 12 11

Workshops or seminars in liberal arts or

humanities 8 7

Television courses 2 2

High school courses 2 2
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Many sources of information were used by the middle managers to keep

up with new developments. Table 28 lists these sources:

TABLE 28

SOURCES OF INFORMATION USED IN UPDATING
(NwlO7)

Percent

0
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Discussion with company personnel
(informal or formal) 75 24 1 0 0

In-plant reports and bulletins. 75 21 1 2 1

Subordinate-superior discussions or

meetings. 73 22 5 0 0

Management journals 33 50 12 3 2

Business reports 32 40 21 6 1

Lectures, conferences, workshops
and seminars 28 47 19 2 4

Manufacturer's literature 25 33 22 19 1

Company in-service courses 22 42 16 10 10

Technical books, reports, abstracts
and indexes 18 37 28 15 2

Scientific and technical journals 15 40 28 14 3

Professional society meetings 9 18 32 41 0

Use of consultants 6 13 20 58 3

College-university evening courses. 2 3 13 70 12

College-university day courses 0 1 7 90 2
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Middle managers responded to a listing of seven educational media,
other than classroom instruction, through which they would take
courses. Their replies follow.

TABLE 29

PREFERENCE FOR MEDIA OF COURSE PRESENTATION
(N=108)

Number Percent
Managers Managers

Programmed instruction 54 50
Correspondence courses OOOOO 46 43
Educational television OOOOOO 42 39
Two-way telephone courses OOOOO 16 15

Courses recorded on tapesOOOOOO 15 14

Courses recorded on records. 14 13

TWo-way radio courses OOOOOO 4 4

Other (not specified) O OOOOOOOO 3 3

Company Attitudes Toward Education

Of the 101 managers responding to a question on the attitudes of their
immediate superior toward continuing their education, 41 percent (N=41)
said the superior encouraged them and 59 percent (N=60) said the
superior was noncommittal. No one said the superior discouraged him.
Middle managers reported their perception of company attitudes toward
participation in professional and educational activities.

TABLE 30

MANAGERS' PERCEPTION OF COMPANY roucy
TOWARD PROFESSIONAL DEVELOPMENT

(N=104)

Encouragen Noncommittal plscourages Do Not Know
Percent

Attend company training

Percent Percent Percent

courses 98 1 0 .1

Attend professional meetings 74 18 1 7

Hold office in professional
societies. 71 19 1 9

Enroll for advanced work . . 61 17 4 18

Attend workshops or seminars
away from the company. . . 58 21 5 16

Write technical and
professional papers. 37 30 2 31

Educational leave of absence 13 26 13 48

20



Eighty-one percent of the middle managers were employed by companies
which provided in-service training; 18 percent were not, and two
percent did not know. Seventy-seven percent said the training was
entirely on company time, 15 percent said it was partly on company
time, four percent said it was not on company time, and four percent
did not know.

Eighty-seven percent reported that their company had an educational
assistance plan. Eight percent said it did not and five percent did

not know. Fifty-one percent said the course had to be job-related
in order to qualify for financial assistance.

The proportion of tuition paid by the company is shown below.

TABLE 31

PROPORTION OF TUITION PAID

Number,
Managers

All or almost all OOOOO - 14

About 3/4 . OOOOO 26

About 2/3 OOOOO 0

About 1/2 . 26

About 1/3 OOOOO 1

Less than 1/3 OOOOO 2

Don't know OOOOO . 12

Total OOOO OOOOO 81

The following table shows the maximum amount of tuition paid per year
by the companies for which the middle managers work.

TABLE 32

MAXIMUM AMOUNT OF TUITION
PAID PER YEAR

Number
Managers

More than $300 II $ OOOOO 15251 - 300 OOOOO 4

201 - 250 OOOOO 17151 - 200 OOOOO 1

101 - 150 OOOOO OOOOO 0

51 - 100 . 0

50 or less OOOOO 0

Don't know OOOOO OOOOO 39

Total OOOOOO

2i
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hen asked about the effect of available company educational assis-
tance in motivating them to undertake further education, 14 percent
of the middle managers said it had strongly encouraged them, 21 per-
cent said it had partially influenced them, and 65 percent said it
had no effect. There is an inconsistency here: while 35 percent
said the availability of aid motivated them to some extent, only
five persons were actually enrolled and nine were planning to enroll.

FIRST-LINE SUPERVISION

In the industrial category of Telephone and Telegraph, 147 first-line super-
visors from ten companies completed the questionnaire. First-line super-
visors were defined as "those whose major activities have to do with
supervisory and foreman activities." The supervisors responded to a
listing of 16 course titles in the area of supervisory responsibility.
They provided information on their personal, educational, and professional
background, methods of updating and company attitudes toward education.

Educational Needs

The 147 first-line supervisors in the category of Telephone and Telegraph
were asked to indicate which of the 16 courses listed in the questionnaire
they "Should Have," "Could Use," or "Don't Really Need." The following
courses were rated "Should Have" by 50 percent or wore of the supervisors.

"Should Have"
Percent

Fundamentals of the Supervisor's Job 77
Leadership 68
The Tools and Techniques of Effective Supervision . . . . . . 67
Evaluation of Employee Performance 67
Decision Making 65
Communications 65
Safety 64
Employee Training 63
Inter-Departmental Cooperation 63
Human Aspect of Management 63
Supervisor's Role in Employee Discipline 60
Supervisor's Role in Company Economics -56

Table 33 gives the "Should Have" and the combined "Should Have" and
"Could Use" needs for the entire listing of 16 courses, according to four
groupings.
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FIRST-LINE SUPERVISION TRAINING NEEDS
(N=145)

Princi les of Su ervision

"Should Have"
"Should Have'

and "Could Use"
No. %

at

No.

Fundamentals of the Supervisor's Job . . 112 77 134 92
The Tools and Techniques of Effective

Supervision. . . . 95 67 132 93
Decision Making 92 65 133 94
Inter-Departmental Cooperation . 89 63 125 88
Supervisor's Role in Employee Discipline 85 60 130 92

Supervisor's Role in Company Economics 78 56 117 84

Employee Training and Evaluation

Evaluation of Employee Performance . . 95 67 129 91

Safety . 91 64 125 88
Employee Training. . 90 63 127 89

The Supervisor and the Union

Grievance Procedure and Arbitration. . . 66 47 119 85

Labor Relations 62 44 116 83

Labor Relations Legislation . . . 30 21 92 65

Developing Those We Supervise

Leadership . . 97 68 134 94

Communications . 93 65 131 92

Human Aspect of Management . . . 89 63 134 95

Developing the Work Team . . . 67 47 122 86

Background Information of First-Line Supervisors

Personal, Educational, and Professional Background

Fifty-two percent (N=76) of the first-line supervisors were 40 years
of age or younger. Ninety percent (N=130) were high school graduates,
12 percent (N=18) had the badhelorls degree, and one percent (N=2)
had the master's degree; no one had the doctorate. Six percent (N=9)
had gone to business school and 13 percent (N=19) to trade school.
The major fields of study are indicated in the following table.
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TABLE 34

MAJOR FILLDS OF STUDY OF COLLLGE GRADUATES

Number
Bachelor's

Number
Master's

Business Administration 9 1

Engineering 1 0

Liberal Arts 6 1

Other (not specified) 2 0

Total 18 2

The major areas of work for the first-line supervisors in Telephone

and Telegraph are shown in the following table:

TABLE 35

IlAJOE AREAS OF WORK

Number Percent

Supervisors Supervisor!.

Administration 61 41

Engineering 8 6

iiaintenance 29 20

Marketing and Sales 7 5

Production Control - Records 6 4

Purchasing and Procurement 1 1

Service (yard and labor personnel, etc.). 13 9

Traffic and Transportation 1 1

Other (not specified) 18 13

Total 144 100

Methods of Updating

Fifty-five percent (11=80) of the first-line supervisors would take

a credit course and 68 percent (N=100) would take a non-credit course

if they were offered locally.

Four of the supervisors were currently enrolled in a degree program:

one each for the associate, bachelor's, master's, and doctorate. Ten

planned to enroll, two for the associate degree, four for the bachelor's,

and four for the master's. Major fields of study preferred by those

enrolled or planning to enroll were. 12 in business administration,

one in engineering, one in liberal arts, and two in other fields which

were not specified.

For the 118 supervisors who did not have plans for further formal

educations the following reasons were indicated:

8
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TABLE 36

REASONS FOR NOT UNDERTAKING ADDITIONAL FORMAL EDUCATION

Number
Summisou

Percent
Supervisors

Don't have the time 29 25

Cannot afford it 19 16

Live too far from educational center. . 11 9

Job demands no more education 11 9

Not interested 11 9

Not a high school graduate 7 6

Can do better on my own 1 1

Other (not specified) 29 25

Total 118 100

First-line supervisors had used a variety of educational methods for

updating within the past four years.

TABLE 37

EDUCATIONAL MIMS USED FOR UPDATING WITgIN THE PAST FOUR YEARS

(N=147)

Number
Supervisors

Percent
Supervisors

Managerial development within company 81 55

Company in-service training courses . 72 49

Workshops or seminars on managerial
topics 58 39

Correspondence courses 14 10

Attendance at regional or national
meetings of professional societies. 3 5

Short refresher courses at colleges

or universities 8 5

Workshops or seminars in liberal
arts or humanities

high school courses to improve job
performance

6

6

4

4

Television courses 5 3



The sources of information used by first-line supervisors in keeping

up to date with new developments are shown in the following table:

TABLE 38

SOURCES OF INFORMAT/ON USED IN UPDATING

(Nm142)

Discussion with company personnel

(informal or formall . 0 4,

In-plant reports and bulletins

Subctlinate-superior discussions or

meetings
Technical books, reports, abstracts,

and indexes
Company in-service courses
Manufacturer's literature. . . . .

Management journaLs. . .

Scientific and technical journals. .

Lectures, conferences, workshops,

and seminars
Business reports OOOOO
Use of consultants
College-university evening courses

Professional society meetings .

College-university day courses .

Percent

0
r4

01
A

r4
0 0

4.1
011-1P ir4

g
0
to a) a) 4., 0

2.
0 Os r4 0

O a
u
0 0

4.1
0 41

Z 0
r4 4
0

O k 0 0 1,4 0 CO 0 44
= 44

64 33 1 1 1

56 39 1 1 3

44 47 7 1 1

27 39 14 18 2

26 35 6 10 23

24 32 19 21 4

20 48 17 11 5

17 34 21 24 4

12 47 14 9 18

8 42 30 19 1

8 12 15 58 7

5 8 5 77 5

3 5 18 67 7

0 1 2 90 7

First-line supervisors checked a listing of seven educational media,

which did not include formal classroom instruction, to show their

preferences for media of course presentation.



TABLE 39

PREFERENCE FOR MEDIA OF COURSE PRESENTATION
(No1147)

Number Percent
Supervisors Aupervisors

Programmed instruction 81 55

Correspondence courses OOOOO 59 40

Educational television 53 36

Courses recorded on tapes 19 13

Courses recorded on records. ...... . 17 12

Two-way telephone courses 15 10

Two-way radio courses 11 7

Other (not specified) OOOOOO 8 5

Company Attitudes Toward Education

A total of 141 first-line supervisors responded to a question on the

attitude of their immediate superior toward continuing their

education. Fifty-two percent (N=73) said the superior encouraged

him; 48 percent said he was noncommittal, and no one said he dis-

couraged them.

The attitude of the company as perceived by first-line supervisors

toward participation in educational and professional activities is

reported in the following table. The high percent who did not know

company policy on educational leave of absence indicates either lack

of policy or lack of communication.

TABLE 40

SUPERVISORS' PERCEPTION OF COMPANY
POLICY TOWARD PROFESSIONAL DEVELOPMENT

(N=138)

Encourages
Percent

Attend company training

Noncommittal Discourages Do Not Know

Percent Percent Percent

courses OOOOO . . 92 2 1 5

Hold office in pro-
fessional societies 69 8 1 22

Attend professional
meetings 66 8 2 24

3nroll for advanced work 60 9 1 30

Attend seminars or workshops
away from the company. 51 13 3 33

Write technical and profes-
sional papers 27 15 0 58

Educational leave of absence 9 13 8 70
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Seventy-seven percent of the supervisors were employed by companies
which provided in-service training; 20 percent said their company did
not provide it and three percent did not know. Eighty-four percent
said the training was completely on company time, seven percent said
it was partly on company time, four percent said it was entirely on
the men's own time, and five percent did not know.

Eighty-one percent reported that their company had an educational
assistance plan; 12 percent said it did not, and seven percent did not
know. Forty-nine percent said the course must be job-related in
order to qualify for educational assistance.

The proportion of tuition paid by the company is shown in the table
below.

TABLE 41

PROPORTION OF TUITION PAID
Number

Supervisors

Allor almost all. . . OO a OO OOOOO 11

About 3/4. . . OOOOOOOOO 28

About 2/3. .... OOOOOO OOOOOOOOO 3

About 1/2. OOOOOOOOOOOOO . II 35

About 1/3 OOOOOOOOOOOOOOO OOOOO 4

Less than 1/3 OOOOOOOOOO OOOOO 3

Don't know OOOOOOOOOOOOOOO 18

Total. OOOOOO e 2 OOOOOOOOO 102

Table 42 shows the maximum amount of tuition paid per year by the
companies employing the first-line supervisors.

TABLE 42

MAXIMUM AMOUNT OF TUITION
PAID PER YEAR

Number
Supervisors

More than $300 OOOOOO . OOOOOO 9

251 - 300 13

201 - 250 18

151 - 200 OOOOOOOOOOOO 1

101 - 150 OOOOO OOOOO OOOOO 0

51 - 100 . OOOOOOO 0

50 or leas OOOOOOOOOOOO 0

Don't know . OOOOO . OOOOOO 59

Total 100
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When asked what the effect of available financial assistance was on

their motivation to undertake further education, 17 percent of the

supervisors said it strongly encouraged them, 34 percent said it

partially influenced them, and 49 percent said it had no effect.

The same inconsistency that was noted for the middle managers

applies to the supervisors: while 51 percent said that the avail-

ability of financial aid had motivated them to some extent to under-

take additional education, only four of the 147 respondents were

actually enrolled and ten were planning to enroll.

COMPARISON OF NEEDS OF MANAGERS AND SUPERVISORS IN TELEPHONE AND TELEGRAPH

WITH THOSE OF MANAGERS AND SUPERVISORS IN TOTAL REPORT

The educational needs of managers and supervisors in the industrial category

of Telephone and Telegraph as compared with needs of those in business and

industry as seen in the total report, "Managerial and Supervisory Educational

Needs of Business and Industry in Pennsylvania," were quite similar.

Top Management

Of the 48 subjects listed, the following were indicated as "Should Have"

needs by 50 percent or more of the top managers:

"Should Have"
Percent

Telephone Total

end Telegkaph Report

N=58 N=705

Communication in the Organization 67 59

Impact of Computer Technology. OOOOO . 65 *

Performance Appraisal and Counseling Techniques 61 *

Overall Strategy and Goals OOOOO OOOOO 60 50

Management Development
57 53

Effective Speaking OOOOOOOOOOO 56 50

Listening Skills . OOOOO OOOOO 56 *

Managerial Motivation
56 *

Working Effectively with Individuals and Groups. 56 *

Long-range Planning and Forecasting for Corporate Growth 54 50

Managing Major Change in Organizations OOOOO 52 *

Policy Formation OOOOOOOOOOOOOO . 50 *

Improving Decision Making of Managers. OOOOO . 50 *

Effective Written Communication
* 50

* Less than 50 percent

29



Fifty percent or more of the top managers thought that those they supervise

needed the following subjects:

"Subordinates'
Needs"
Percent

Telephone Total

and Telegrar4 Report

No58 No705

Effective Written Communications 87 74

Improving Decision Making of Managers. . . . 85 54

Working Effectively with Individuals and Groups. 83 66

Effective Speaking . 80 67

Communication in the Organization. . 79 65

Performance Appraisal and Counseling Techniques. 76 57

Listening Skills . 75 62

Management Development . . ... 74 56

Effective Reading Skills . .,
71 62

Human Aspect of Management 69 54

Criteria and Selection of Personnel . 67 *

Managerial Mbtivation 67 *

Impact of Computer Technology 59 *

Management Reporting Systems 55 *

Statistical Decision Theory 53 *

Creativity and Innovation 52 *

* Less than 50 percent

Middle Management

Of the 54 subjects listed, 50 percent or more of the middle managers in

Telephone and Telegraph and in the total report indicated a "Should Have"

need for the following:

"Should Have"
Percent

Telephone Total

and Telegraph 19.22E1
N=108 N=1202

Effecttve Communication in the Organization. . 81 64

Working Efficiently with Individuals 76 65

Management Development 72 66

Performance Appraisal and Counseling Techniques. . 69 *

Criteria and Selection of Personnel for Promotion. 68 *

Supervisory Training and Employee Development. 58 53

Listening Skills 58 *

Human Aspect of Management 56 *

Effective Reading Skills 54 *

Oral Presentation of Reports 53 *

* Less than 50 percent
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Subjects which 50 percent or more of the middle managers thought repre-
sented educational needs of those they supervise were:

Telephone
and

"Subordinates'
Needs"
Percent

Total
Telegraph Report
N=108 N=1202

Supervisory Training and Employee Development 88 61

Working Efficiently with Individuals . . 81 62

Effective Communication in the Organization. . . . . 77 56
Management Development . 73 *
Listening Skills 68 50

Performance Appraisal and Counseling Techniques 66 *
Effective Reading Skills 65 *

Business Letter Writing 63 *

Oral Presentation of Reports 61 *
Criteria and Selection of Personnel for Promotion. 58 *

Effective Report Writing. OOOOO 57 *

Human Aspect of Management . 56 *

* Less than 50 percent

First-Line Supervision

Fifty percent or more of the first-line supervisors said they "Should Have"
the following of a listing of 16 subjects:

"Should Have"
Percent

Telephone Total
and Telegraph, Report

N=147 N=1713

Fundamentals of the Supervisor's Job , 77 64

Leadership OOOOO OOOOO 68 57

The Tools and Techniques of Effective Supervision. . 67 55

Evaluation of Employee Performance OOOOOO 67 *
Decision Making OOOOOO OOOOOOOOO 65 54

Communications 65 51

Safety . 64 *
Human Aspect of Management , 63 53

Employee Training 63 *

Inter-Departmental Cooperation 63 *

Supervisor's Role in Employee Discipline 60 *
Supervisor's Role in Company Economics 56 *

* Less than 50 percent
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RECOMMENDATIONS

For the total report, 'Lanagerial and Supervisory Educational Needs of

Business and Industry in Pennsylvania, the following recommendations

were made.

For the University

1. The need for additional training in the area of communications -

such subjects as report writing, effective speaking, conference

leadership - was strong for all three levels of management and
also for those supervised by top and middle management. The

University should expand its programs in this field and make them
available at locations convenient to business and industry.

2. lianagement development was much needed by both top and middle

management and those they supervise. While historically the

University has been a leader in this field, its efforts should

be intensified.

3. Middle management expressed a high need for themselves and for

those they supervise in human relations. The number of programs
in this field should be increased at the local level by the

University.

4. To meet the significant educational needs presented quantitatively

by this study, the University should expand its offerings of courses

seminars, workshops and institutes for all three levels of management,

and wake them available at convenient locations.

5. When classroom instruction was excluded, the largest number of middle

managers and first-line supervisors said they would take courses by

programmed instruction, correspondence, and educational television.

Consideration should be given to offering more courses using these

three media to help meet the self-perceived educational needs of

managers and supervisors.

For Business and Industry

1. Information on company policies toward participation in educational

activities should be much more widely disseminated among middle

managers and first-line supervisors. A large percentage do not know

the policy of their company.

2. Companies should encourage their employees to take advantage of fin-

ancial aid which is available for education.

3. The fact that a large number of managewlnt personnel felt their super-

iors' attitude toward their further education was noncommittal makes

it necessary for the company to take steps to remedy this condition.
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4. Companies should help their managers to realize and meet the needs

presented by the increasing complexity of modern business and industry.

A number of the subjects which appear to be an integral part of modern

management were not perceived as needed by the managers and supervisors

who took part in this study.

5. Since the participants felt that the most frequent methods of ob-

taining new information for updating was through discussion with

company personnel, the company should be aware of the great potential

of this means of dissemination of information.

6. Since about four out of ten managers are employed in companies which

do not have inservice educational programs, consideration should be

given to the development of additional in-service programs.

7. Companies should find ways of motivating their employees to avoid

obsolescence in a rapidly changing, competitive business world.

8. Greater consideration should be given to the use of all available

educational media, such as programmed instruction, correspondence

courses, educational television, and attendance at professional

meetings and workshops.

For the Individual iiana er and Supervisor

1. The individual should take the initiative in selecting the most

appropriate media to help him grow with the job and meet the

challenges of the future.

2. He should be aware of available financial assistance plans and other

educational activities provided by his company which may aid him in

meeting his educational objectives.

For Professional Associations

1. Professional associations should assist the companies in encouraging

more educational activities by sponsoring workshops and meetings,

subsidizing training activities, and aid in the dissemination of

information to prevent technological and managerial obsolescence.
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MANAGERIAL AND SUPERVISORY EDUCATIONAL NEEDS

IN THE TRANSPORTATION INDUSTRY IN PENNSYLVANIA

INTRODUCTION

The education and training of managers is a major problem of business and

industry today. There are a number of conditions facing business and

industry which indicate the need for this study. Among them are:

1. There is a significant increase in managerial positions and a

resulting increase in the need for managerial education and training.

Managerial positions are increasing faster than the increase in the

total work force. Education is needed to keep up to date and

prevent obsolescence, and must be a continuing process.

2. The rapid growth of managerial knowledge has increased the

importance of disseminating and applying such information.

3. Greater emphasis is being placed on leadership and motivation in

developing competence and resourcefulness.

4. There is a need for greater emphasis on long-range planning.

5. Companies must operate in increasingly complex and competitive en-

vironments. New skille and abilities are needed for new types of

work, and in today's hxbAly competitive market improved efficiency

becomes more tmportant.

6. Greater emphasis is being placed on international management. The

international aspects of business will become more important for

more companies in the future, as greater proportions of sales and

profits of many domestic firms come from abroad.

7. Scientific research and development are necessities for business

growth. The manager must knaw how to make use of the results of

research.

8. Computer openations and data processing are expanding. Computer

techniques are far in advance of their application by managers.

Continuing Education has undertaken a study of this problem because of the

responsibility of The Pennsylvania State University to the citizens of the

Commonwealth in determining educational needs and in cooperation with other

educational institutions to provide education to meet such needs.
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SURVEY PROCEDURES

This report is a specific segment of a larger study,* and is based on re-

sponses from 94 managers and supervisors from 11 companies in the Trans-

portation industry in Pennsylvania. The survey utilized three questionnaire

forms, one for eadh level of management: top management, middle manage-

ment, and first-line supervision. Each questionnaire listed courses in a

number of managerial areas pertinent to managerial personnel. The res-

pondents checked one of three choices: "Should Have," "Could Use," and

"Don't Really Need." Top and middle management were asked to indicate

the courses that represented educational needs of those they supervise in

addition to their own needs; this was not asked of first-line supervision.

Middle management and first-line supervision provided information on their

educational background, methods of updating, and company attitudes toward

education; this was not asked of top management.

SUMMARY

Top Management

Of 48 courses listed 19 were checked by 50 percent or more of top managers

as "Should Have." (Page4)

For those they supervise, 50 percent or more of top managers said 12 courses

were needed. (Page 4)

Middle Management

Fifty percent or more of the middle managers expressed a "Should Have" need

for 17 courses in the areas of general management, communication, behavioral

science and management, and quantitative methods applied to business and

industry, out of 54 courses listed in six areas. (Page 9)

Those supervised by middle management were thought by 50 percent or more

of the managers to need eight of the listed courses. (Pagel0)

Only 12 percent of the middle managers had the bachelor's degree. Middle

managers had used many methods of instruction and sources of information

for updating, and reported generally favorable attitudes toward education

on the part of their companies. (Pages 16-19)

* Dubin, S.S., Alderman, E., and Marlow, H.L., "Managerial and Supervisory

Educational Needs of Business and Industry.in Pennsylvania," The Pennsyl-

vania State University, 1967. A total of 3,620 managers at three levels

in 250 companies took part in the survey: 705 top managers, 1,202

middle managers, and 1,713 first-line supervisors. Twenty-two

industrial categories and eight sizes of companies were represented in

the study.
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First-Line Supervision

Fifty percent or more of the first-line supervisors reported a "Should Have"
need for 11 out of 16 courses. (Page 21)

Twenty-three percent of the supervisors had the bachelor's degree. They
had used a variety of methods for updating and many sources of information,
and thought their companies had a favorable attitude toward continuing
education. (Pages 22-26)

TOP MANAGEMENT

In the industrial category of Transportation, 14 top managers from 11
companies completed the questionnaire. Top managers were defined as
"senior executives who direct an enterprise as a whole or who head the
major divisions."

Educational Needs Within Areas of Mane erial Res onsibilit

The questionnaire for top management consisted of 48 suggested courses on
management subjects. These were in the areas of:

General Management (14 subjects)
Behavioral Science and Management (6 subjects)

Communications Techniques (4 subjects)
Economics (2 subjects)
Quantitative Methods Applied to Business and Industry (2 subjects)

Industrial Relations and Personnel Management (7 subjects)

Financial Management (4 subjects)
Manufacturing and Production (3 subjects)

Marketing (4 subjects)
International Management (2 subjects)
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The courses for which top management indicated a "Should Have" need of

50 percent or more wore:

Long-range Planning and Forecasting for Corporate Growth.

Overall Strategy and Goals. .

Financial Planning and Forecasting.

Incentives.
Management Development II

Listening Skills
Personnel Policy Affecting Labor-Management Relations

"Should Have"
Percent

Effecttve Speaking e e

Managerial Motivation
Criteria and Selection of Personnel
Working Effectively with Individuals and Groups

Personnel Policy Affecting Employment Practices

Communication in the Organization
Effective Written Communications.
Fundamentals of Financial Reporting and Statement Analysis.

Policy Formation.
Mmpact of Government Legislation and Controls on Business .

Improving Decision Making of Managers
Industrial Organization and Administration. .

83
79
71

71
71
64
64
62
62
57
57
55

54
54
54
54
50
50
50

Fifty percent or more of the top managers indicated that those they super-

vise needed the following courses:

Effective Written Communications OOOO
Communication in the Organization
Wbrking Effectively with Individuals and Groups

Effective Speaking
Human Aspect of Management.
Managerial Motivation . OOOOO
Performance Appraisal and
Listening Skills
Fundamentals of Financial
Capital Budgeting
Criteria and Selection of
Management Development.

Counseling Techniques

Reporting

Personnel
OOO

"Subordinates'
Needs"

and Statement

O

Percent

85
77
71
69
62
62

58
57
54
50
50
50

Tables 1 through 10 show the extent of the top managers' needs for each

subject listed, ranked according to the "Should Have" response. Also

included, in the "Subordinates' Needs" column, are the subjects indicated

by top management as being needed by those they supervise.
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TABLE 1

GENERAL MANAGEMENT
(N*14)

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent

Long-range Planning and Fore-
casting for Corporate

Percent Percent

Growth, 0 83 91 25

Cverall Strategy and Goals . . 79 79 36

Policy Formation 54 85 38

Improving Decision Making
of Managers . 50 92 42

Industrial Organization .and

Administration 50 79 21

Impact of Government Legis-
lation and Controls on
Business 50 79 0

Management Reporting Systems . 46 84 31

Effective Utilization of Man-
power Resources and
Allocation 46 61 31

Managing Major Change in
Organizations. . . 43 79 14

Ethical Considerations in
Business . 38 76 23

Impact of Computer Technology. 31 54 31

Impact of Science and Techno-
logy on Business Management. 14 57 7

Management of Research and

Development . 14 43 21

Impact of Multinational
Aspects of Planning and
Control. . . 14 14 0

TABLE 2

BEHAVIORAL SCIENCE AND MANAGEMENT
(N=14)

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent Percent Percent

Managerial Motivation. . 62 85 62

Working Effectively with
Individuals and Groups 57 86 71

Communication in the

Organization 54 92 77

Human Aspect of Management 46 77 62

Creativity and Innovation. . 36 72 43

Political, Social, and
Cultural Trends and Their
Impact on Business
Management . ' . 21 64 21
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TABLE 3

COiZTUNICATIONS TECHNIQUES
(N=14)

"Should Have" "Subordinates'

"Should Have" and "Could Use" Needs"

Percent Percent Percent

Listening Skills . 64 93 57

Effective Speaking 62 93 69

Effective Written
Commuhications . 54 77 85

Effective Reading Skills 46 84 46

TABLE 4

ECONOMICS
(N=14)

"Should Have" "Subordinates'

"Should Have" and "Could Use" Needs"

Percent Percent Percent

Economic Trends 36 57 21

Comparative Economic Systems . 14 21 14

TABLE 5

QUANTITATrVE METHODS APPLIED TO BUSINESS AND INDUSTRY
(N=14)

"Should Have" "Subordinates'

"Should Have" and "Could Use" Needs"

Percent Percent Percent

Survey Course on Quantitative
Methods 36 57 21

Statistical Decision Theory. . 33 58 25

6



TABLE 6

INDUSTRIAL RELATIONS AND PERSONNEL MANAGEMENT

(N=14)

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent Percent Percent

Management Development 71 92 50

Incentives 71 85 29

Personnel Policy Affecting
Labor-Management Relations 64 85 29

Criteria and Selection of
Personnel 57 86 50

Personnel Policy Affecting
Employment Practices . 55 82 36

Personnel Policy Affecting
Wage and Salary Structure. 46 61 38

Performance Appraisal and
Counseling Techniques 42 67 58

TABLE 7

FINANCIAL MANAGEMENT
(N=14)

Financial Planning and

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent Percent Percent

Forecasting 71 85 14

Fundamentals of Financial
Reporting and Statement

Analysis 54 85 54

Managerial Accounting and

Budgeting 46 77 38

Capital Budgeting 42 75 50
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TABLES

MANUFACTURING AND PRODUCTION
(N=13)

"Should Have" "Subordinates'

"Should Have" and "Could Use" Needs"

Percent Percent Percent

Planning and Utilization of
Physical Facilities 38 84 23

Operations Planning and
Control. OOOO 25 33 33

Operations Research Applied to
Production 8 25 17

TABLE 9

MARKETING
(N=13)

"Should Have" "Subordinates'

"Should Have" and "Could Use" Needs"

Percent Percent Percent

Logistics Planning 23 46 8

Marketing Research 15 38 15

Product Planning . 15 23 15

Pricing. . OOO 8 25 25

TABLE 10

INTERNATIONAL MANAGEMENT
(N=13)

"Should Have" "Subordinates'

"Should Have" end "Could Use" Needs"

Percent Percent Percent

International Understanding. . 23 31 8

International Economic
Analysis OOOOO 15 23 8
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MIDDLE MANAGEMENT

In the industrial category of Transportation, 26 middle managers from 11
companies completed the questionnaire. Middle managers were defined as
IIpersonnel assigned to executive duties in the area between senior
executives and supervisors."

Educational Needs Within Areas of ManaRerial Responsibility

The six areas of the questionnaire answered by all middle managers were as
follows:

General Management (13 subjects)
Behavioral Science and Management (7 subjects)
Communication (7 subjects)
Economics (8 subjects)
Quantitative Methods Applied to Business and Industry (15 subjects)
Computer Operations and Data Processing (4 subjects)

Managers were asked to indicate which of the 54 courses listed in the
questionnaire they "Should Have," "Could Use," or "Don't Really Need."
They were also asked to indicate the courses needed by those they super-
vise.

The following courses were rated "Should Have" by 50 percent or more of the
middle managers:

Management Development OOOOO
Effective Communication in the Organization . .

Effective Reading Skills. . .

Working Efficiently with Individuals
Supervisory Training and Employee Development .

Business Letter Writing
Criteria and Selection of Personnel for Promoti
Effective Report Writing.
Listening Skills
Performance Appraisal and
Creativity and Innovation
Human Aspect of Management
Replacement Management
Conference Leadership OOO OO
Oral Presentation of Reports
Improving Decision Making of Managers
Management Psychology OOOOO

"Should Have"
Percent

OOOOO

Counseling Techniques OOOOO

9

OOOOO

OOOOO

84
77

77
77

72

68

65

64
64
61

58
58
57
56
56
52
52



Fifty percent or more of the middle managers thought that those they super-

vise needed the following courses:

"Subordinates'
Needs"

Percent

Working Efficiently with Individuals 65

Listening Skills 60

Effective Communication in the Organization. . . . 58

Performance Appraisal and Counseling Techniques. 57

Business Letter Writing OO 52

Management Development f,
52

Supervisory Training and Employee Development. . 52

Effective Reading Skills . 50

The following tables, 11 through 16, present the data on the six general

areas of managerial responsibility which were answered by all the middle

managers in the Transportation category.

TABLE 11

GENERAL MANAGEMENT
(N=26)

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent Percent Percent

Management Development . . 84 100 52

Working Efficiently with
Individuals 77 96 65

Supervisory Training and
Employee Development . . 72 92 52

Criteria and Selection of
Personnel for Promotion. . . 65 88 35

Performance Appraisal and
Counseling Techniques. 61 87 57

Principles and Analysis of
Office Systems 48 76 20

Effective Utilization of
Manpower Resources and
Allocation . 44 76 44

Analyzing Organizational
Behavior.. 42 84 46

Long-range Planning and Fore-
casting for Corporate
Growth ii; . 42 59 33

Impact of Government Legis-
lation and Controls on
Business . 25 58 17

Impact of Computer Technology. 17 39 22

Impact of Science and Techno-
logy on Business Management. 13 61 13

The Application of Information
Technology on Decision
Making . 9 35 17
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TABLE 12

BEHAVIORAL SCIENCE AND MANAGEMENT
(N=26)

"Should Have"
"Should Have"

and "Could Use"
"Subordinates'

Needs"
Percent Percent Percent

Human Aspect of Management . . 58 77 42
Creativity and Innovation. . . 58 71 42
Management Psychology. . . . . 52 72 20
Understanding Group Inter-

action and Behavior 48 83 43
Social and Cultural Trends

and Their Impact on
Business Management 36 56 12

Industrial Sociology 32 56 24
Impact of Consumer Behavior on
Management 25 42 8

TABLE 13

COMMUNICATION
(N=26)

"Should Have"
"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent

Effective Communication in

Percent Percent

the Organization 77 92 58
Effective Reading Skills 77 89 50
Business Letter Writing 68 96 52

Listening Skills 64 96 60

Effective Report Writing . . 64 88 48
Oral Presentation of Reports 56 88 32

Conference Leadership 56 80 40

TABLE 14

ECONOMICS
(N=23)

"Should Have"
"Should Have"
and "Could Use"

"Subordinates
Needs"

Percent Percent Percent

Economic Trends 26 65 13

Economics of Production and
Cost 26 43 13

The Economic Systems of the
United States 22 61 9

Fundamentals of Economics 19 52 19

The Price Mechanism 18 36 9

International Economics 10 24 5

Comparative Economic Systems
economics of Technology and

. 9 36 5

Innovation 29 5
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TABLE 15

QUANTITATIVE METHODS APPLIED TO BUSINESS AND INDUSTRY

(N=23)

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent Percent Percent

Replacement Management . . . . 57 70 26

Improving Decision Making of
Managers 52 87 35

Statistical Decision Theory. . 32 64 18

Linear Programming . . . . . . 27 54 23

Review of Basic Mathematics. 27 45 23

Dynamic Programming. 26 35 13

Applying Program Evaluation
and Review Techniques (PERT) 24 53 10

Inventory Management 22 44 9

Statistical Procedures and
Methods. 14 41 5

Probability Theory . . 9 23 5

Waiting Lines. . . . . . . . . 5 23 0

Analytic Geometry. 0 10 5

Calculus of Finite Differences 0 5 0

Matrix Algebra 0 0 0

Calculus of Infinite Series. 0 0 0

TABLE 16

COMPUTER OPERATIONS AND DATA PROCESSING
(N=22)

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent Percent Percent

Data Systems and Processing. . 27 59 23

Fundamentals of Programming
for Computer Operations. . 27 54 18

Applying the Computer to
Problems of Business and
Management . 23 50 14

Mathematics for Digital
Computers. . 14 23 9
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If the manager's area of major responsibility was not included in the
preceding six, he was asked to complete the one of seven additional areas
that most closely corresponded to his special field of work. These were:

Industrial Relations and Personnel Management (8 subjects)

Financial Management (6 subjects)
Manufacturing and Production (10 subjects)

Marketing (9 oubjects)

Sales Management (5 subjects)
International Management (10 subjects)

Research and Development (5 subjects)

The following tables, 17 through 23, show the responses for these special

fields of work:

TABLE 17

INDUSTRIAL RELATIONS AND PERSONNEL MANAGEMENT
(Nw18)

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent

Maintaining Efficient and Up-

Percent Percent

To-Date Personnel Records. 73 93 27

Recruiting, Interviewing,
Selection, Assessment of
Personnel and Promotion. . 72 100 44

Management and Labor Relations 65 83 35

Job Analysis and Job
Evaluation Methods 59 88 24

In-plant Training 56 87 38

Employee Benefit Plans 50 63 13

Industrial Safety and Medical
Services 44 69 13

Salary and Wage Administration 35 64 18

TABLE 18

FINANCIAL MANAGEMENT
(N=9)

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent Percent Percent

Budgets. 67 78 33

New Developments in Equipment
Replacement Policy 63 88 25

Fundamentals of Financial
Reporting and Statement

Analysis 50 50 13

Managerial Accounting 44 66 11

Taxes. 33 66 0

Financial Planning and
Forecasting 25 75 0
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TABLE 19

MANUFACTURING AND PRODUCTION
(Nw6)

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent

Maintenance Planning and
Control .,

67

Percent

67

Percent

17

Value Analysis,. 50 67 0

Methods Analysis and Work
Simplification . . . 40 60 20

Automation . 40 60 0

Materials landling. 40 40 0

Inventory Management 25 50 0

Quality Control . . 25 2.. 0

Production Planning and
Control Managmment . . . 20 40 0

Organization ane Management of
Purchasing Operations . . 20 40 0

Engineering Economy 0 25 0

TABLE 20

MARKETING
(N=86)

"Should Have"

"Should Have"
and "Could Use"

Percent Percent

Marketing Management . . OOOOOOOOOO 50 67

Fundamentals of Marketing. . OOOOOOO 40 65

Packaging Design and Development . . 40 40

Brand Marketing 40 40

Marketing Research. 33 83

Physical Distribution Methods OOOOO .. 20 60

Product Planning . . OOOOOOOO 20 40

Fundamentals of Pricing 20 20

Application of Management Science and

Computers to Marketing Problems. . 20 20

No.one indicated any need on the part of his subordinates for any of the

courses.
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TABLE 21

SALES MANAGEMENT
(NR8)

"Should Have" "Subordinates'

"Should Have" and "Could Use" Needs"

Percent Percent Percent

Motivating Salesmen . 63 88 13

Training of Field Salesmen . . SO 88 13

Selection and Evaluation of
Field Salesmen 38 88 13

Supervision of Field Salesmen. 38 76 13

Compensation of Field Salesmen 38 76 13

TABLE 22

INTERNATIONAL MANAGEMENT
(N=3)

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent

Commercial Policy and Trade

Percent Percent

Control 33 66 0

United States Foreign
Economic Policy 33 33 33

Monetary Exchange Problems . . 33 33 0

International Understanding. . 33 33 0

______awInternational L 33 33 0

International Econamic
Organizations, 33 33 0

British Commonwealth, United
Nations, including Inter-
national Monetary Fund and
World Bank and Their Role in
World Trade 6 33 33 0

International Economic
Analysis 0 33 33 0

Sources of Funds: Financing of
Day-To-Day Transactions 33 33 0

Appraising and Developing
Foreign Markets 33 33 0
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TABLE 23

RESEARCH AND DEVELOPMENT
(N=3)

"Should Have"

"Should Have" and "Could Use"

Percent Percent

Evaluation of the Research and Development

Programs .
33 33

Planning Budgeting and Control of Projects . 33 33

Guidelines for Selecting and Appraising

New Projects
33 33

Supervision and Management of

Research Services. . 33 33

Building Research and Development Teams 33 33

No need for any of the courses was indicated for the subordinates.

Background Information of Middle Managers

Personal, Educational, and Professional Background

Fifty-four percent (N=14) of the 26 middle managers were 40 years

of age or younger. This means that they have at least 25 more years

of productive employment. Eighty-eight percent (N=23) had completed

high school, 12 percent (N=3) had the bachelor's degree, and four

percent (N=1) had the master's degree. No one had the doctorate.

Twenty-seven percent (N=7) went to business school and 23 percent

(N=6) went to trade school. The major fields of study for the under-

graduate and graduate degrees are given below:

TABLE 24

MAJOR FIELDS OF STUDY OF COLLEGE GRADUATES

Number NUmber

Bachelor's Master's

Agriculture
0 1

Business Administration . 1 0

Education OOOOO 1 0

Liberal Arts .
1 0

Total

16

3 1



The major areas of work for the middle managers in Transportation
are shown below:

TABLE 25

MAJOR AREAS OF WORK

Number Percent
Managere Managers

Administration . 9 35

Maintenance. , 1 4

Marketing and Sales . 2 8

Traffic and Transportation 411 14 53

Total

Mathods of Updating

26 100

Sixty-eight percent (N=17) of the middle managers would take a

credit course and 81 percent (M221) would take a non-credit course

if they were offered locally.

No managers were currently enrolled fior a degree. One manager

planned to enroll for the bachelor's degree in business administration.

Eighty-eight percent had no plans for further degree work and their

reasons are given below:

TABLE 26

REASONS FOR NOT UNDERTAKING ADDITIONAL FORMAL EDUCATION

Number
Managers

Percent
Managers

Cannot afford it 7 30

Doi-Alt have the time. . . 6 28

Not interested. OOOOO 3 13

Live too far from educational center 2 8

Not a high school graduate 1 4

Other (not specified) OOOOO 4 17

Total . 23 100
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The variety of educational methods used by middle managers for

updating within the past four years follows:

TABLE 27

EDUCATIONAL METHODS USED FOR UPDATING WITHIN THE PAST FOUR YEARS

(N=26)

Number Percent

BABASIE1 Mgnagers

Company in-service training courses 15 58

Managerial development within company. . 12 46

Workshops or seminars on managerial topics 9 35

Correspondence courses OOOOO 4 15

Attendance at regional or national meetings of

professional societies
3 12

Short refresher courses at colleges or universities. 1 4

High school courses.
1 4

Many sources of information were used by the middle managers to keep

up with new developments. Table 28 lists these sources.

TABLE 28

SOURCES OF INFORMATION USED IN UPDATING

(N=23)
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Discussion with company personnel

(informal or formal) . 83 17 0 0 0

In-plant reports and bulletins. 70 17 4 9 0

Subordinate-superior discussions

or meetings 68 18 14 0 0

Company in-service courses 36 27 5 9 23

Business reports 35 39 17 9 0

Nanagement journals 29 37 19 10 5

Lectures, conferences, workshops,

and seminars 14 36 18 14 18

Technical books, reports,
abstracts, and indexes . 14 19 33 24 10

Manufacturer's literature 10 45 20 25 0

Scientific and technical journals 10 19 19 42 10

Professional society meetings 5 14 19 48 14

Use of consultants. 5 5 15 55 20

College and university evening

courses 5 5 14 53 23

College and university day

courses OOOOO 5 0 5 76 14
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Middle managers responded to a listing of seven educational media,
other than classroom instruction, through which they would take
courses. Their replies follow:

TABLE 29

PREFERENCE FOR MEDIA OF COURSE PRESENTATION
(N=26)

Number
Managers

Percent
Managers

Correspondence courses 16 62
Programmed instruction 12 46
Courses recorded on tapes . 10 38
Courses recorded on records 6 23
Educational television 5 19

Two-way telephone courses . 3 12

Other (not specified) 2 8

Company Attitudes Toward Education

Of the 23 managers responding to a question on the attitude of their
immediate superior toward continuing their education, 70 percent
(N=16) Raid the superior encouraged them and 30 percent (N=7) said
the superior was noncommittal. No one said the superior discouraged
him.

Middle managers reported their perception of company attitudes toward
participation in professional and educational activities.

TABLE 30

MANAGERS' PERCEPTION OF COMPANY POLICY
TOWARD PROFESSIONAL DEVELOPMENT

(N=24)

Attend company training

Encourages Noncommittal Discourages Do Not Know
Percent Percent Percent Percent

courses OOOOO 90 5 0 5

Attend professional
meetings 61 24 5 10

Enroll for advanced work 59 27 0 14

Hold office in pro-
fessional societies. 54 18 5 23

Attend seminars or work-
shops away from the
company 52 24 5 19

Educational leave of
absence 25 17 8 50

Write technical and
professional papers. 15 30 5 50
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Fifty-four percent of the middle managers indicated that they were
employed by companies which pravided in-service training; 42 percent
were not, and four percent did not know. Sixty-six percent said
the training was entirely on company time, 13 percent said it was
partly on company time, no one said it was not on company time, and
21 percent did not know.

Thirty-eight percent reported that their company had an educational
assistance plan. Forty-six percent said it did not and 15 percent
did not know. Forty-two percent said the course had to be job-
related in order to qualify for financial assistance.

The proportion of tuition paid by the company, as indicated by the
13 managers who responded to this question, follows:

TABLE 31

PROPORTION OF TUITION PAID

Number
Managers

All or almost all. . 2

About 3/4. . . 0

About 2/3_. 0

About 1/2 5

About 1/3 1

Less than 1/3 0 2

Don't know 3

Total 13

The following table shows the maximum amount of tuition paid per
year by the companies for which the middle managers work.

TABLE 32

MAXIMUM AMOUNT OF TUITION
PAID PER YEAR

Number

Managers

More than $300 . 1

251 - 300
201 - 250. 2

151 - 200 9 7

101 - 150 0

51 - 100 0

50 or less 0

Don't know_ 4 3

Total * 13
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When asked about the effect of available company educational assis-
tance in motivating them to undertake further education, 23 percent
of the middle managers said it had strongly encouraged them, 54
percent said it had partially influenced them, and 23 percent said
it had no effect. There is an inconsistency here: while 77 percent
said the availability of financial aid motivated them to some extent,
no one was actually enrolled and only one was planning to enroll.
However, some who had completed their educational objective may have
been so motivated at the time they were enrolled.

FIRST-LINE SUPERVISION

In the industrial category of Transportation, 56 first-line supervisors from

11 companies completed the questionnaire. First-line supervisors were
defined as "those whose major activities have to do eith supervisory and
foreman activities." The supervisors responded to a listing of 16 course
titles in the area of supervisory responsibility. They provided information
on their personal, educational, and professional background, methods of

updating, and company attitudes toward education.

Educational Needs

The 56 first-line supervisors in the category of Transportation were asked
to indicate whia of the 16 courses listed in the questionnaire they
"Should Have," "Could Use," or "Don't Really Need." The following courses
were rated "Should Have" by 50 percent or more of the supervisors:

"Should Have"
Percent

Fundamentals of the Supervisor's Job 75

Leadership OOOOO OOOOOO 75

Human Aspect of Management OOOOO 66

Supervisor's Role in Employee Discipline. . 66

Evaluation of Employee Performance. OOOOO 64

The Tools and Techniques of Effective Supervision OOOOO 63Communications OOOOO . 58
Decision Making 58

Employee Training OOOOO 55

Safety OOOOO OOOOOOOOOO . 55

Labor Relations OOOOO e G OOOOOO 50

Table 33 gives the "Should Have" and the combined "Should Have" and

"Could Use" needs for the entire listing of 16 courses, according to four

groupings.
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TABLE 33

FIRST-LIVE SUPERVISION TRAIPIN1 NEEDS
(N=56)

"Should Uave"

"Should Have"
and "Could Use"

Po. No. 7.

Principles of Supervision

Fundamentals of the Supervisor's Job . . 42 75 52 93

Supervisor's Role in Employee Discipline 37 66 48 86

The Tools and Techniques of Effective
Supervision 35 63 50 90

Decision Making ... 32 58 45 82

Supervisor's Role in Company Economics 27 48 50 89

Inter-Departmental Cooperation 23 41 46 82

Employee Training and Evaluation

Evaluation of Employee Performance . . . 36 64 49 87

Employee Training 31 55 48 85

Safety 30 55 48 88

The Supervisor and the Union

Labor Relations 28 50 49 88

Grievance Procedure and Arbitration. . 24 44 43 79

Labor Relations Legislation 20 36 38 68

Developing Those We Supervise

Leadership 41 75 53 97

Human Aspect of Management 37 66 53 95

Communications 32 58 46 83

Developing the Work Team 26 47 47 85

Background Information of First-Line Supervisors

Personal, Educational, and Professional Background

Forty-one percent (0=23) of the first-line supervisors were 40 years

of age or younger. Eighty-two percent (0=46) were high school

graduates, four percent (N=2) had the bachelor's degree, and no one

had the master's degree or the doctorate. Nine percent (N=5) had

, gone to business school and 27 percent (N=15) to trade school.

The two supervisors who had the bachelor's degree had majored in

business administration.
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Below is a listing of the major areas of work for the first-line

supervisors in Transportation:

TABLE 34

MAJOR AREAS OF WORK

Number
Supervisors

Percent

Supervisors

Administration. . . OOOOO 7 13

Engineering 1 2

Finance.. OOOOO 1 2

Industrial Relations., OOOOO 3 6

Maintenance OOOOOOO 6 11

Marketing and Sales OOOOO 2 4

Service (yard and labor personnel,etc.) 4 7

Traffic and Transportation. 27 49

Other (not specified) OOOOO 3 6

Total 54 100

Methods of Updating

Sixty-five percent (N=36) of the first-line supervisors would take

a credit course and 75 percent (N=41) would take a non-credit course

if they were offered locally.

One supervisor was currently enrolled for the associate degree. Six

supervisors planned to enroll: three for the associate degree, one

for the bachelor's, and two for the master's. The major fields of

study were: six in business administration and one in education.

For the 46 supervisors who did not have plans for further formal

education, the following reasons were indicated:

TABLE 35

REASONS FOR NOT UNDERTAKING ADDITIONAL FORMAL EDUCATION

Number
Supervisors,

Percent

Don't have the time . . . 16

,Supervisors

35

Cannot afford it__. . . 16 34

Not a high school graduate 4 9

Not interested 4 9

Job demands no more education 3 7

Live too far from educational center. 1 2

Other (not specified) OOOOO 2 4

Total OOOOO OOOOOO 46 100
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First-line supervisors had Used a variety of educational methods

for updating within the past four years.

TABLE 36

EDUCATIONAL METHODS USED FOR UPDATING WITHIN THE PAST FOUR YEARS

(N=56)

Number
Supervisors

Percent
Supervisors

Company in-service training courses . ...... . 32 57

Managerial development within company. ..... 24 43

Workshops or seminars on managerial topics . 17 30

Correspondence courses 7 12

Attendance at regional or national meetings

of professional societies 4 7

Short refresher courses at colleges or

universities 4 7

High school courses to improve job performance . . 2 4

Workshops or seminars in liberal arts or

humanities 1 2
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The sources of information used by first-line supervisors in keeping

up to date with new developments are shown in the following table:

TABLE 37

SOURCES OF INFORMATION USED IN UPDATING

(Nm52)

Percent
arr4

o, 4
u 0,4
es w t" = .4
0.1 CIO 0 0 46 CD

O CO OP 94
A

vo P.
sr i 4) .4 4

0 w 0 0 0 ii w
844w k > 0 0 14 0 0

In-plant reports and bulletins 64 18 4 10 4

Discussion with company personnel
(informal or formal) 59 29 6 4 2

Subordinate-superior discussions
or meetings. . 51 27 12 8 2

Management journals 31 35 18 10 6

Company in-service courses . 25 31 16 12 16

Manufacturer's literature. . . . 24 13 25 29 4

Technical books, reports,
abstracts, and indexes 22 20 20 36 2

Business reports 14 50 12 24 0

Lectures, conferences,
workshops,and seminars 12 34 26 26 2

Scientific and technical journals. 12 25 14 47 2

Use of consultants 4 6 18 66 6

Professional society meetings. . . 4 4 26 66 0

College and university evening
courses OOOOO . 2 4 4 82 8

College and university day
courses. . . . 0 4 2 90 4

First-line supervisors shecked a listing of seven educational media,

which did not include formal classroom instruction, to show their

preference for media of course presentation. (Table 38)
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TABLE 38

PREFERENCE FOR MEDIA OF COURSE PRESENTATION
(N=56)

Number
Supervisors

Percent
Supervisors

Correspondence courses 33 59

Programmed instruction 23 4L

Educational television 13 23

Courses recorded on tapes. . . 8 14

Courses recorded on records. . . 6 11

Two-way radio courses. . . 3 5

Two-way telephone courses. . . 1 2

Other (not specified) 2 4

Company Attitudes Toward Education

A total of 51 first-line supervisors respcnded to a question on the

attitude of their immediate superior toward continuing their

education. Sixty-five percent (N=33) said the superior encouraged

them, 35 percent (N=18) said he was noncommittal. No one said he

discouraged him.

The attitude of the company as perceived by first-line supervisors

toward participation in educational and professional activities is

reported in the following table:

TABLE 39

SUPERVISORS PERCEPTION OF COMPANY

POLICY TCWARD PROFESSIONAL DEVELOPMENT
(N=52)

Attend company training

Encourages, Noncommittal Discourages Do Not Know

Percent Percent Percent Percent

courses 88 2 2 8

Enroll for advanced work 68 18 0 14

Attend professional
meetings 68 15 2 15

Hold office in
professional societies 64 12 5 19

Attend seminars or work-
shops away from the
company 43 20 2 35

Write technical and
professional papers. 40 9 5 46

Educational leave of
absence. . . 15 17 17 51
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Seventywseven percent of the supervisors were employed by companies

which provided in-service training; 21 percent said their company

did not provide it and two percent did not know. Sixty-four percent

said the training was completely on company time, 18 percent said it

was partly on company time, no one said it was entirely on the men's

own time, and 18 percent did not know.

Forty-three percent reported that their company had an educational

assistance plan; 48 percent said it did not, and nine percent did not

know. Thirty-three percent said the course must be job-related in

order to qualify for educational assistance.

The proportion of tuition paid by the company as indicated by the 24

supervisors who answered this question, is shown in the table below:

TABLE 40

PROPORTION OF TUITION PAID

All or almost all
About 3/4 .

About 2/3 . 0

About 1/2

Number
Supervisors

1

0
0
8

About 1/3
1

Less than 1/3 . e . 2

Don't know. . .
12

Total. .
24

Table 41 shows the maximum amount of tuition paid per year by the

companies employing the first-line supervisors.

TABLE 41

MAXIMUM AMOUNT OF TUITION
PAID PER YEAR

More than $300.
251 - 300 .
201 - 250 .

.

151 - 200 .

101 - 150 .

51 - 100 .

Number
Supervisors

0
1

0
13

0
0

50 or less
0

Don't know. 0
oo 11

Total.
25
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When asked what the effect of available financial assistance was on
their motivation to undertake further education, 19 percent of the

supervisors said it strongly encouraged them, 31 percent said it
partially influenced them, and 50 percent said it had no effect.

The seeming inconsistency that was noted for the middle managers
applies to the supervisors: while 50 percent said that the avail-
ability of financial aid had motivated them to some extent to
undertake additional education, only one of the 56 respondents was
actually enrolled and six were planning to enroll.

COMPARISON OF NEEDS OF MANAGERS AND SUPERVISCRS IN THE TRANSPORTATION
INDUSTRY WITH THOSE OF MANAGERS AIM SUPERVISORS IN TOTAL REPORT

The educational needs of managers and supervisors in the industrial category

of Transportation as compared with needs of those in business and industry

as seen in the total report, "Managerial and Supervisory Educational Needs

of Business and Industry in Pennsylvania," were considerably higher and

more numerous.

Top Management

Of the 48 subjects listed, the following were indicated as "Should Have"

needs by 50 percent or more of the top managers:

Long-range Planning and Forecasting for
Corporate Growth. .

Overall Strategy and Goals
Management Development
Financial Planning and Forecasting. .

Incentives . 0

Listening Skills. .
Personnel Policy Affecting Labor-Management
Relations 0 il

Effective Speaking.
Managerial Motivation
Critetia and Selection of Personnel
Working Effectively with Individuals and Groups
Personnel Policy Affecting Employment Practices
Communication in the Organization . . . .

Effective Written Communications
Fundamentals of Financial Reporting and
Statement Analysis

Policy Formation. . .

Impact of Government Legislation and Controls on

Business
Improving Decision Making of Managers . .

Industrial Organization and Administration.

* Less than 50 percent
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"Should Have"
Percent

Total
Transportation Report

N=14 N=705

83 50
79 50

71 53

71 *

71 *
64 *

64 *
62 50

62 *
57 *

57 *
55 *

54 59

54 50

54 *
54 *

50 *
50 *
50 *



Fifty percent or more of the top managers thought that those they super-
vise needed the following subjects:

"Subordinates'
Needs"

Percent

Total
Itansportation Report

N=14 N=705

Effective Written Communications 85 74

Communication in the Organization 77 65

Working Effectively with Individuals and Groups 71 66

Effective Speaking 69 67

Human Aspect of Management 62 54

Managerial Motivation 62

Performance Appraisal and Counseling Techniques 58 57

Listening Skills OOOOO 57 62

Fundamentals of Financial Reporting and
Statement Analysis 54

Management Development 50 56

Capital Budgeting 50

Criteria and Selection of Personnel 50

* Less than 50 percent

Middle Management

Of the 54 subjects listed, 50 percent or more of the middle managers in
Transportation and in the total report indicated a "Should Have" need for
the following:

Management Development. ,

Working Efficiently with Individuals.

Transportation

"Shou d Have"
Percent

Total
Report

N=26

84
77

N=1,202

66
65

Effective Communication in the Organization 77 64

Effective Reading skills. 77

Supervisory Training and Employee Development 72 53

Business Letter Writing 68

Criteria and Selection of Personnel for Promotion 65

Effecttve Report Writing 64

Listening Skills. 64

Performance Appraisal and Counseling Techniques 61

Creativity and Innovation 58

Human Aspect of Management. 58

Replacement Management. 57

Conference Leadership 56

Oral Presentation of Reports. 56

Improving Decision Making of Managers 52

Management Psychology 52

* Less than 50 percent
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Subjects which 50 percent or more of the middle managers thought repre-
sented educational needs of those they supervise were:

"Subordinates'
Needs"

Percent

Total
Transportation Report

N=26 N=1,202

Working Efficiently with Individuals 65 62

Listening Skills 60 50

Effective Communication in the Organization . . 58 56

Performance Appraisal and Counseling Techniques 57 *
Supervisory Training and Employee Development . 52 61

Business Letter Writing . . 52 *

Management Development. 52 *

Effective Reading Skills. 50 *

* Less than 50 percent

First-Line Supervision

Fifty percent or more of the first-line supervisors said they "Should Have"

the following of a listing of 16 subjects:

"Should Have"
Percent

Total
Transportation Report

N=56 N=1,713

Fundamentals of the Supervisor's Job 75 64

Leadership 75 57

Human Aspect of Management o OOOO 66 53

Supervisor's Role in Employee Discipline. OOO 66 *

Evaluation of Employee Performance. . 64 *

The Tools and Techniques of Effective Supervision 63 55

Communications 58 51

Decision Making 58 54

Employee Training 55 *

Safety. . . 55 *

Labor Relations 50 *

* Less than 50 percent
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RECOMMENDATIONS

For the total report, "Managerial and Supervisory Educational Needs of

Business and Industry in Pennsylvania," the following recommendations

were made:

For the University

1. The need for additional training in the area of communications --

such subjects as report writing, effective speaking, conference

leadership -- was strong for all three levels of management and
also for those supervised by top and middle management. The

University should expand its programs in this field and make

them available at locations convenient to business and industry.

2. Management development was much needed by both top and middle

management and those they supervise. While hisorically the
University has been a leader in this field, its efforts should be

intensified.

3. Middle management expressed a high need for themselves and for those

they supervise in human relations. The number of programs in this

field should be increased at the local level by the University.

4. To meet the significant educational needs presented quantitatively

by this study, the University should expand its offerings of

courses, seminars, workshops and institutes for all three levels

of management, and make them available at convenient locations.

5. When classroom instruction was excluded, the largest member of

middle managers and first-line supervisors said they would take

courses by programmed instruction, correspondence, and educational

television. Consideration should be given to offering more courses

using these three media to help meet the self-perceived educational

needs of managers and supervisors.

For Business and Industr

1. Information on company policies toward participation in educational

activities should be much more widely disseminated among middle

managers and first-line supervisors. A large percentage do not

know the policy of their company.

2. Companies should encourage their employees to take advantage of

financial aid which is available for education.

3. The fact that a large number of management persannel felt their

superiors' attitude toward their further education was noncommittal

makes it necessary for the company to take steps to remedy this

condition.
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4. Companies should help their managers to realize and meet the needs

presented by the increasing complexity of modern business and

industry. A number of the subjects which appear to be an integral

part of modern management were not perceived as needed by the

managers and supervisors who took part in this study.

6. Since the participants felt that the most frequent method of

obtaining new information for updating was through discussion with

company personnel, the company should be aware of the great

potential of this means of dissemination of information.

6. Since about four out of ten managers are employed in companies

which do not have in-service educational programs, consideration

should be given to the development of additional in-service

programs.

7. Companies should find wtys of motivating their employees to avoid

obsolescence in a rapidly changing, competitive business world.

8. Greater consideration should be given to the use of all available

educational media, such as programmed instruction, correspondence

courses, educational television, and attendance at professional

meetings and workshops.

For the Individual Manager and Supervisor

1. The individualthould take the initiative in selecting the most

appropriate media to help him grow with the job and meet the

challenges of the future.

2. He should be aware of available financial assistance plans and

other educational activities provided by his company which may aid

him in meeting his educational objecttves.

For Professional Associations

1. Professional associations should assist the companies in

encouraging more educational acttvities by sponsoring workshops

and meetings, subsidizing training activities, and aid in the

dissemination of ilformation to prevent technological and

managerial obsolescence.
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MANAGERIAL AND SUPERVISORY EDUCATIONAL NEEDS
IN THE TRANSPORTATION EQUIPMENT INDUSTRY IN PENNSYLVANIA

INTRODUCTION

The education and training of managers is a major problem of business and
industry today. There are a number of conditions facing business and
industry which indicate the need for this study. Among them are:

1. There is a significant increase in managerial positions and a
resulting increase in the need for managerial education and training.
Managerial positions are increasing faster than the increase in the
total work force. Education is needed to keep up to date and prevent
obsolescence, and must be a continuing process.

2. The rapid growth of managerial knowledge has increased the importance
of disseminating and applying such information.

3. Greater emphasis is being placed on leadership and motivation in
developing competence and resourcefulness.

4. There is a need for greater emphasis on long-range planning.

5. Companies must operate in increasingly complex and competitive en-
vironments. New skills and abilities are needed fur new types of
work, and in todWs highly competitive market improved efficiency
becomes more important.

6. Greater emphasis is being placed on international management. The

international aspects of business will become more important for
more companies in the future, as a greater pr000rtion of sales and
profits of many domestic firms comes from abroad.

7. Scientific research and development are necessities for business
growth. The manager must know how to make use of the results of
research.

8. Computer operations and data processing are expanding. Computer
techniques are far in advance of their application by managers.

Continuing Education has undertaken a study of this problem becauae of the
responsibility of The Pennsylvania State University to the citizens of the
Commonwealth in determining educational needs and in cooperation with other
educational institutions to provide education to meet such needs.
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SURVEY PROCEDURES

This report is a specific segment of a larger study,* and is based on re-
sponses from 94 managers and supervisors from six companies in the Trans-

portation Equipment industry in Pennsylvania. The survey utilized three
questionnaire forms, one for each level of management: top management,

middle management, and first-line supervision. Each questionnaire listed
courses in a number of managerial areas pertinent to managerial personnel.

The respondents checked one of three choices: "Should Have," "Could Use,"

and "Don't Really Need." Top and middle management were asked to indicate
the courses that represented educational needs of those they supervise in
addition to their own needs; this was not asked of first-line supervision.
Middle management and first-line supervision provided information on their

educational background, methods of updating, and company attitudes toward
education; this was not asked of top management.

SUMMARY

Top Management

Of 48 courses listed, 19 were checked by 50 percent or more of top managers

as "Should Have." (Page 4)

For those they supervise, 50 percent or more of top managers said nine

courses were needed. (Page 4)

Middle Management

Fifty percent or more of the middle managers expressed a "Should Have" need

for six courses in areas of general management, behavioral science and
management, and communication, out of 54 courses listed in six areas.

(Page 9)

Those supervised by middle management were thought by 50 percent or more of

the managers to need two of the listed courses. (Page 9)

Only 13 percent had the bachelor's degree. Middle managers had used many
methods of instruction and sources of information for updating, and reported
generally favorable attitudes toward education on the part of their

companies. (Pages 16-20)

* Dubin, S.S., Alderman, E., and Marlow, H.L., "Managerial and Supervisory
Educational Needs of Business and Industry in Pennsylvania," The Pennsyl-

vania State University, 1967. A total of 3,620 managers at three levels

in 250 companies took part in the survey: 705 top managers, 1,202 middle

managers, and 1,713 first-line supervisors. Twenty-two industrial cate-

gories and eight sizes of companies were respresented in the study.
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First-Line Supervision

Fifty percent or more of the first-line supervisors reported a "Should Have"
need for 11 out of 16 courses. (Page 22)

Twenty-three percent of the supervisors had the bachelor's degree. They
had used a variety of methods for updating and many sources of information,
and thought their companies had a favorable attitude toward continuing
education. (Pages 23-27)

TOP MANAGEMENT

In the industrial category of Transportation Equipment, 21 top managers from
six companies completed the questionnaire. Top managers were defined as
IIsenior executives who direct an enterprise as a whole or who head the major
divisions."

Educational Needs Within Areas of Managerial Responsibility

The questionnaire for top management consisted of 48 suggested courses on
management subjects. These were in the areas of:

General Management (14 subjects)
Behavioral Science and Management (6 subjects)
Communications Techniques (4 subjects)
Economics (2 subjects)
Quantitative Methods Applied to Business and Industry (2 subjects)
Industrial Relations and Personnel Management (7 subjects)
Financial Management (4 subjects)
Manufacturing and Production (3 subjects)
Marketing (4 subjects)
International Management (2 subjects)

The courses for which top management indicated a "Should Have" need of
50 percent or more are listed at the top of Page 4:
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"Should Have"
Percent

Effective Written Communications. . . 84

Effective Speaking 79

Effective Utilization of Manpower Resources and Allocation. . . 67

Communication in the Organization t 67

Listening Skills. . . . .., 65

Management Development 65

Mmproving Decision Making of Managers 61

Performance Appraisal and Counseling Techniques . 61

Personnel Policy Affecting Labor-Management Relations 59

Planning and Utilization of Physical Facilities 59

Effective Reading Skills. 58

Incentives. . . OOOOO 58

Management Reporting Systems. , . . 55

Industrial Organization and Administration. . OOOOO 55

Long-range Planning and Forecasting for Corporate Growth. . . 53

Managerial MOtivation OOOOO 53

Creativity and Innovation 53

Working Effectively with Individuals and Groups 0 50

Statistical Decision Theory OOOOO 50

Fifty percent or more of the top managers indicated that those they supervise

needed the following courses:

"Subordinates'
Needs"

Percent

Creativity and Innovation . , 93

Listening Skills 82

Effective Written Communications 74

Effective Speaking OOOOO OOOOO 74

Effective Reading Skills. ,
74

Communication in the Organization . 72

Criteria and Selection of Personnel , 63

Working Effectively with Individuals and Groups 50

Effective Utilization of Manpower Resources and Allocation. .. 50

Tables 1 through 10 show the extent of the top managers' needs for each

subject listed, ranked according to the "Should Have" response. Also

included in the "Subordinates' Needs" column, are the subjects indicated by

top management as being needed by those they supervise.
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TABLE 1

GENERAL MANAGEMENT
(N=20)

"Should Have"
"Should Have"

and "Could Use"
"Subordinates'

Needs"
Percent

Effective Utilization of
Manpower Resources and

Percent Percent

Allocation 67 89 50

Improving Decision Making
of MAnagers 61 78 39

Industrial Organization and
Administration # . 55 95 40

Management Reporting Systems , 55 80 40

Long-range Planning and Fore-
casting for Corporate Growth 53 85 37

Management of Research and
Development 47 71 24

Policy Formation 45 75 30

Impact of Computer Technology. 41 76 29

Managing Major Change in
Organizations 39 72 28

Impact of Science and Techno-
logy on Business Management. 33 77 28

Overall Strategy and Goals . 26 73 5

Ethical Considerations in
Business . 17 84 44

Impact of Government Legis-
lation and Controls on
Business . . . .1 11 61 22

Impact of Multinational
Aspects of Planning and
Control 11 22 0

TABLE 2

BEHAVIORAL SCIENCE AND MANAGEMENT
(N=20)

"Should Have"
"Should Have"

and "Could Use"
"Subordinates'

Needs"

Percent

Communication in the

Percent Percent

Organization . 67 84 72

Managerial Motivation. . . 53 85 32

Creativity and Innovation. 53 73 93

Working Effectively with
Individuals and Groups . 50 13 50

Human Aspect of Management . . 45 80 40

PoliticalsSocial,and Cultural
Trends and Their Impact on
Business Management 19 57 25
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TABLE 3

COMMUNICATIONS TECHNIQUES
(N=19)

Effective Written
Communications . . .

Effective Speaking . .

Listening Skills

"Should Have" "Subordinates'

"Should Have" and "Could Use" Needs"

Percent Percent Percent

10 84 89 74

79 90 74

65 89 82

Effective Reading Skills . . . 58 79 74

TABLE 4

ECONOMICS
(N=18)

"Should Have" "Subordinates'

"Should Have" and "Could Use" Needs"

Percent Percent Percent

Economic Trends 22 55 17

Comparative Economic Systewr 12 53 18

TABLES

QUANTITATIVE METHODS APPLIED TO BUSINESS AND INDUSTRY
(N=17)

"Should Have" "Subordinates'

"Should Have" and "Could Use" Needs"

Percent Percent Percent

Statistical Decision Theory. 50 94 38

Survey Course on Quantitative
Methods. * 18 77 24
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TABLE 6

INDUSTRIAL RELATIONS AND PERSONNEL MANAGEMENT
(N020)

"Should Have"
"Shculd Have"

and "Could Use"
"Subordinates'

Needs"

Percent Percent Percent

Management Development . . . 65 95 40

Performance Appraisal and
Counseling Techniques 61 89 33

Personnel Policy Affecting
Labor-Management Relations 59 83 47

Incentives . 58 84 21

Criteria and Selection of
Personnel 47 68 63

Personnel Policy Affecting
Employment Practices 29 47 29

Personnel Policy Affecting
Wage and Salary Structure. 28 56 22

TABLE 7

FINANCIAL MANAGEMENT
(N=19)

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent Percent Percent

Capital Budgeting 44 77 39

Managerial Accounting and
Budgeting. 41 70 41

Fundamentals of Financial
Reporting and Statement
Analysis OOOOO 24 77 35

Financial Planning and
Forecasting OO OO 9 21 53 21

TABLE 8

MANUFACTURING AND PRODUCTION
(N=17)

"Should Have"
Percent

Planning and Utilization of

"Should Have" "Subordinates'
and "Could Use" Needs"

Percent Percent

Physical Facilities. 59 71 41

Operations Planning and
Control. 0 IP 0 0 41 70 41

Operations Reiearch Applied to
Production . 35 64 35
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TABLE 9

MARKETING
(N=17)

"Should Have" "Subordinates'
"Should Have" and "Could Use" Needs"

Percent Percent Percent

Pricing 35 53 24
Marketing Research 18 42 18
Product Planning 12 53 35
Logistics Planning 6 24 6

TABLE 10

INTERNATIONAL MANAGEMENT
(N=15)

"Should Have"
"Should Have" and "Cmild Use"

Percent Percent

International Understanding 7 20
International Economic Analysis 0 14

None of the top managers in the Transportation Equipment industry reported
that those they supervise neeled either of the above courses.

MIDDLE MANAGEMENT

In the industrial category of Transportation Equipment, 30 middle managers
from six companies completed the questionnaire. Middle managers were
defined as "personnel assigned to executive duties in the area between
senior executives and supervisors."

Educational Needs Within Areas of Mana erial Resionsibilit

The six areas of the questionnaire answered by all middle managers were as
follows:

General Management (13 subjects)
Behavioral Science and Management (7 subjectl)
Communication (7 subjects)
Economics (8 subjects)
Quantitative Methods Applied to Business and Industry (15 subjects)
Computer Operations and Data Processing (4 subjects)

Managers were asked to indicate which of the 54 courses listed in the
questionnaire they "Should Have," "Could Use," or "Don't Really Need."
They were also asked to indicate the courses needed by those they super-
vise.
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The following courses were rated "Should Have" by 50 percent or more of the

middle managers:

"Should Have"
Percent

Effective Communication in the Organization 63

Management Development OOOOOOO OOOOOO 62

Working Efficiently with Individuals OOOOO 59

Supervisory Training and Employee Development OOO OO 56

Oral Presentation of Reports OOOOOOOOO 52

Creativity and Innovation. OO OOO 52

Fifty percent or more of the middle managers thought that those they super-
vise needed the following courses:

"Subordinates'
Needs"
Percent

Supervisory Training and Employee Development . 56

Management Development OOOOOOOOO 54

Tables 11 through 16 present the data on the six general areas of managerial
responsibility which were answered by all the middle managers in the
Transportation Equipment category.
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TABLE 11

GENERAL MANAGEMENT
(Nw28)

"Should Have"
"Should Have"

and "Could Use"
"Subordinates'

Needs"
Percent Percent Percent

Management Development 62 93 54

Working Efficiently with
Individuals 59 100 45

Supervisory Training and
Employee Development 56 88 56

Effective Utilization of Man-
power Resources and
Allocation 46 78 39

Performance Appraisal and
Counseling Techniques 40 80 44

Criteria and Selection of
Personnel for Promotion. 36 88 24

Principles and Analysis of
Office Systems 22 74 35

Impact of Science and Techno-
logy on Business Management. 20 72 32

Analyzing Organizational
Behavior 19 63 30

Long-range Planning and Fore-
casting for Corporate Growth 16 40 20

Impact of Computer Technology. 13 52 26

The Application of Information
Technology on Decision
Making . 12 50 15

Impact of Government Legis-
Lation and Controls on
Business 0 42 15

TABLE 12

BEHAVIORAL SCIENCE AND MANAGEMENT
(N1024)

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent Percent Percent

Creativity and Innovation . . 52 91 48

Human Aspect of Management 48 91 39

Understanding Group Inter-
action and Behavior. . . . 35 78 35

Management Psychology 25 79 21

Industrial Sociology . . 18 45 9

Social and Cultural Trends and
Their /mpact on Business
Management 18 41 14

Impact of Consumer Behavior on
Management . . . . . . . 9 18 9
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TABLE 13

COMMUNICATION
(Na25)

Effective Communication in

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent Percent Percent

the Organization 63 92 46

Oral Presentation of Reports . 52 82 48

Effective Report Writing 48 84 40

Effective Reading Skills . . 46 84 46

Business Letter Writing 33 83 42

Listening Skills 33 75 42

Conference Leadership . 26 65 30

TABLE 14

ECONOMICS
(N024)

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent Percent Percent

Fundamentals of Economics. . . 17 38 13

Economics of Production and
Cost 13 65 26

The Price Mechanism. . 9 54 9

Economic Trends 9 35 13

Economics of Technology and
Innovation 9 31 9

International Economics 4 13 4

The Economic Systems of the
United States. . 0 32 0

Comparative Economic Systems 0 17 0
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TABLE 15

QUANTITATIVE METHODS APPLIED TO BUSINESS AND INDUSTRY

(Nm24)

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent

Impraving Decision Making of

Percent Percent

Managers 48 78 26

Review of Basic Mathematics. 39 61 48

Replacement Management 25 58 17

Statistical Procedures and
Methods. 23 59 23

Statistical Decision Theory. . 23 59 14

Inventory Management 22 52 13

Probability Theory . 19 48 19

Applying Program Evaluation
and Review Techniques (PERT) 17 46 17

Analytic Geometry 14 37 14

Matrix Algebra . 5 24 14

Calculus of Infinite Series. 4 21 4

Dynamic Programming 4 17 4

Calculus of Finite Differences 4 13 4

Linear Programming . . 0 13 0

Waiting Lines 0 9 0

TABLE 16

COMPUTER OPERATIONS AND DATA PROCESSING
(Nm22)

"Should Have" "Subordinates'

"Should Have" and "Could Use" Needs"

Percent Percent Percent

Mathematics for Digital
Computers. . . 20 40 20

Applying the Computer to
Problems of Business and
Management 19 43 24

Fundamentals of Programming
for Computer Operations. 18 45 23

Data Systems and Processing. 18 41 23
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If the manager's area of major responsibility was not included in the pre-
ceding six, he was asked to complete the one of seven additional areas
that most closely corresponded to his special field of work. These were:

Industrial Relations and Personnel Management (8 subjects)
Financial Management (6 subjects)
Manufacturing and Production (10 subjects)
Marketing (9 subjects)
Sales Management (5 subjects)
International Management (10 subjects)
Research and Development (5 subjects)

The following tables, 17 through 23, show the responses.

TABLE 17

INDUSTRIAL RELATIONS AND PERSONNEL MANAGEMENT
(N=12)

"Should Have"
"Should Have"

and "Could Use"
"Subordinates'

Needs"
Percent

In-plant Tr;ining 55
Maintaining Efficient and Up-

To-Date Personnel Records. .50

Recruiting, Interviewing,

Percent

73

50

Percent

18

30

Selection, Assessment of
Personnel and Promotion. . 42 67 95

Management and Labor Relations 36 63 36
Job Analysis and Job

Evaluation Methods 33 75 8
Industrial Safety and Medical
Services 30 40 20

Employee Benefit Plans 20 30 10
Salary and Wage Administration 18 36 9

TABLE 18

FINANCIAL MANAGEMENT
(N=11)

New Developments in Equipment

"Should Have"
"Should Have"

and "Could Use"
"Subordinates'

Needs"
Percent Percent Percent

Replacement Policy 55 64 9

Budgets 36 45 18

Managerial Accounting 22 33 0
Fundamentals of Financial
Reporting and Statement
Analysis 11 22 0

Taxes 11 11 0

Financial Planning and
Forecasting A 0 11 0
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TABLE 19

MANUFACTURING AND PRODUCTION
(N-18)

"Should Have"
"Should Have"

and "Could Use"
"Subordinates'

Needs"

Percent Percent Percent

Automation 47 82 47

Methods Analysis and Work
Simplification 44 82 56

Quality Control 44 66 33

Inventory Management . 43 64 21

Value Analysis 41 65 41

Production Planning and
Control Management . 29 58 41

Engineering Economy 28 84 22

Maintenance Planning and
Control 25 56 25

Materials Handling 25 50 38

Organization and Management of
Purchasing Operations 18 65 18

TABLE 20

MARKETING
(Nay)

"Should Have"
Percent

"Should Have" "Subordinates'

and "Could Use" Needs"

Percent Percent

Product Planning 14 28 14

Fundamentals of Pricing . 14 28 0

Marketing Management 0 14

Fundamentals of Marketing. . 0 14

Marketing Research 0 14

Physical Distribution Methods. 0 14

None of the managers indicated a need for the

themselves or those they supervise.

14
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SALES MANAGEMENT
(N-6)

None of the middle managers in the Transportation Equipment industry
indicated a need for any of the five courses in Sales Management for
themselves or for those they supervise.

TABLE 21

INTERNATIONAL MANAGEMENT
(N=6)

"Should Have"
"Should Have"

and "Could Use"
Percent Percent

Commercial Policy and Trade Control 17 34

United States Foreign Economic Policy 17 34

British Commonwealth, United Nations,
including International Monetary Fund
and World Bank and Their Role inWorld Trade OOOOO . 17 17

Appraising and Developing Foreign Markets. 17 17

No managers reported a need for themselves for five other courses, and
none of the middle managers indicated a need for any of the courses listed
on the part of those they supervise.

TABLE 22

RESEARCH AND DEVELOPMENT
(N010)

"Should Have"
"Should Have"

and "Could Use"
Percent Percent

Planning Budgeting and Control of Projects .30 50

Building Research and Development Teams. . 22 44
Supervision and Management of ResearchServices OOOOO 20 60

Evaluation of the Research and Development
Programs 20 50

Guidelines for Selecting and Appraising
New Projects OOOOO 20 50

None of the middle managers reported a need for any of the courses on the
part of those they supervise.

15



Background Information of Middle Managers

Personal, Educational, and Professional Background

Seventeen percent (N=5) of the 30 middle managers were 40 years of
age or younger. Ninety-three percent (N=28) had completed high
school and 13 percent (N=4) had the bachelor's degree. One person
had the master's degree and one had the doctorate. Three percent
(N=1) went to business school and 30 percent (N=9) went to trade
school. The major fields of study for the undergraduate and
graduate degrees are given below:

TABLE 23

MAJOR FIELDS OF STUDY OF COLLEGE GRADUATES

Number
Bachelor's

Number
Master's

Number
Doctor's

Business Administration 1 1 0

Engineering 1 0 0

Liberal Arts 2 0 0

Psychology ..... . . ..... 0 0 1

Total . ..... 4 1 1

The major areas of work for the middle managers in the Transportation
Equipment industry are shown below:

TABLE 24

MAJOR AREAS OF WORK

Number Percent
Managers Mama

Administration ..... 4 6 20

Engineering 11 38

Finance 1 3

Industrial Relations OOOOOO 1 3

Maintenance 2 7

Manufacturing. ......... 4 13

Production Control -- Records 2 7

Purchasing and Procurement OOOOO 1 3

Research and Development 1 3

Service (yard and labor personnel, etc.) . 1 3
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Methods of Updating

Sixty percent (N=18) of the middle managers would take a credit

course and 67 percent (N=20) would take a non-credit course if

they were offered locally.

One manager was currently enrolled for the associate degree and one

for the master's. One planned to enroll for the associate degree.

Sixty-seven percent had no plans for further degree work and their

reasons are given below:

TABLE 25

REASONS FOR NOT UNDERTAKING ADDITIONAL FORMAL EDUCATION

Number Percent
Managers, Managers

Don't have the time. 6 30

Not interested 4 20

Can do better on my own. 3 15

Job demands no more education. . . . . . 2 10

Cannot afford it OOOOOOOO 2 10

Other (not specified) OOOOOO 1 15

Total . OOOOOOOOO 20 100

The variety of educational methods used by middle managers for up-

dating within the past four years follows:

TABLE 26

EDUCATIONAL METHODS USED FOR UPDATING WITHIN THE PAST FOUR YEARS

(N=30)

Number
Managus

Percent
Managera

Company in-service training courses . 14 47

Managerial development within company . 13 43

Attendance at regional or national
meetings of professional societies . . 11 37

Workshops or seminars on managerial topics . 9 30

Short refresher courses at colleges or

universities OO 4, OO 3 10

Correspondence courses . 2 7

High school courses. 1 3

Many sources of information were used by the middle managers to keep

up with new developments. Table 27 lists these sources.
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TABLE 27

SOURCES OF INFORMATION USED IN UPDATING
(N=29)

Percent
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Ik4 44 0 0 > A 0 3 1-1

Discussion with company personnel
(informal or formal) 59 41 0 0 0

In-plant reports and bulletins. 54 42 4 0 0

Subordinate-superior discussions
or meetings 33 60 7 0 0

Manufacturer's literature . . 31 34 31 4 0

Technical books, reports,
abstracts, and indexes 25 35 36 4 0

Company in-service courses. . . 16 52 4 8 20

Lectures, conferences, work-
shops, and seminars 15 44 19 7 15

Professional society meetings 12 20 40 28 0

Scientific and technical
journals 11 52 15 15 7

Management journals 8 52 28 8 4

Use of consultants 8 21 25 38 8

College and university evening
courses 8 8 4 67 13

Business reports 7 45 33 15 0

College and university day
courses 0 0 4 96 0

Middle managers responded to a listing of seven educational media,

other than classroom instruction, through which they would take

courses.

TABLE 28

PREFERENCE FOR MEDIA OF COURSE PRESENTATION

(N=30)

NUmber Percent
Managers, MAnasna

Programmed instruction . . ....... 14 47

Correspondence courses 12 40

Educational television 7 23

Courses recorded on tapes 5 17

Courses recorded on records 5 17

Two-way radio courses 3 10

Two-way telephone courses 3 10
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Company Attitudes Toward Education

Of the 28 managers responding to a question on the attitudes of their

immediatl superior toward continuing their education, 54 percent
(N=15) said the superior encouraged them and 46 percent (N=13) said

the superior was noncommittal. No one reported that the superior

discouraged him.

Middle managers reported their perception of company attitudes

toward participation in profossional and educational activities.

TABLE 29

MANAGERS' PERCEPT/ON OF COMPANY POLICY
TOWARD PROFESSIONAL DEVELOPMENT

(N=29)

Incourgas Noncommittal Discourages Do Not Know

Percent Percent Percent Percent

Enroll for advanced work
Attend company training

92 8 0 0

courses 89 11 0 0

Attend professional
meetings 81 19 0 0

Hold office in pro-
fessional societies. 61 27 0 12

Attend seminars or work-
shops away from the
company. 15 59 33 4 . 4

Write technical and pro-
fessional papers . . . 46 35 4 15

Educational leave of
absence. . . . 10 14 14 62

Fifty-nine percent of the middle managers indicated that they were

employed by companies which provided in-service training; 38

percent were not, and three percent did not know. Seventy-eight

percent said the training was entirely on company time, 11 percent

said it was partly on company time, four percent said it was not

on company time, and seven percent did not know.
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Sixty-three percent reported that their company had an educational

assistance plan. Thirty percent said it did not and seven percent

did not know. Fifty-nine percent said the course had to be job-
related in order to qualify for financial assistance.

The proportion of tuition paid by the company, as indicated by the

18 managers who responded to this question, follows:

TABLE 30

PROPORTION OF TUITION PAID

Number
!Imagers

Allor almost all. OOOOOO 12

About 314 OOOOO 0

About 2/3 OOOOO 0

About 1/2 OOOOO 0

About 1/3. 1 0 O 0

Less than 1/3. . OOOOO 0

Don't know OOOOOOOO 6

Total OOOOOOOOO 18

The following table shows the maximum amount of tuition paid per year

by the companies for which the middle managers work:

TABLE 31

MAXIMUM AMOUNT OF TUITION
PAID PER YEAR

Number
Managers

More than $300 4

251 - 300. . . OOOOOOO OOO 0

201 - 250. . . OOOOO OOOOO 0

151 - 200. . . OOOOO OOOOOO 0

101 - 150. . . OOOOOOOOOOO 0

51 - 100. . . . .
0

50 or less. . . . . OOOOO 0

Don't know . . .
13

Total . 17
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When asked about the effect of available company educational assis-

tance in motivating them to undertake further education, 17 percent

of the middle managers said it had strongly encouraged them, 28

percent said it had partially influenced them, and 55 percent said

it had no effect. There is an inconsistency here: while 45 percent

said the availability of financial aid motivated them to some extent,

only two persons were actually enrolled and one was planning to

enroll. However, some who had completed their educational objectives

may have been so motivated at the time they were enrolled.

FIRST-LINL SUPERVISION

In the industrial category of Transportation Equipment, 43 first-line super-

visors from six companies completed the questionnaire. First-line super-

visors were defined as "those whose major activities have to do with

supervisory and foreman activities." The supervisors responded to a

listing of 16 course titles in the area of supervisory responsibility.

They provided information on their personal, educational, and professional

background, methods of updating, and company attitudes toward education.

Educational Needs

The 43 first-line supervisors in the category of Transportation Equipment

were asked to indicate which of the 16 courses listed in the questionnaire

they "Should Have," "Could Use," or "Don't Really Need." The following

courses were rated "Should Have" by 50 percent or more of the supervisors.

"Should have"
Percent

Fundamentals of the Supervisor's Job. . ,, ......... 70

Leadership
63

Human Aspect of Management
62

The Tools and Techniques of Effective Supervision 60

Decision Making
60

Supervisor's Role in Employee Discipline ....... 55

Communications OOOOOOOOOOOOOOOO 55

Safety
53

Labor Relations OOOOO OOOOOOO 52

Grievance Procedure and Arbitration OOOOOOOO 50

Supervisor's Role in Company Economics 50

Table 32 gives the "Should Have" and the combined "Should Have" and "Could

Use" needs for the entire listing of 16 courses, according to four groupings.
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TABLE 32

FIRST-LINE SUPERVISION TRAINING NEEDS
(No43)

"Should Have"
"Should Have"

and "Could Use"
No. 7. No. 7.

Principles of Supervision

Fundamentals of the Supervisor's Job. 30 70 39 91

Decision Making . 0 26 60 40 93

The Tools and Techniques of Effective
Supervision . . 25 60 39 93

Supervisor's Role in Employee
Discipline . . . 23 55 38 91

Supervisor's Role in Company Economics. 21 50 39 93

Inter-Departmental Cooperation. . . 19 44 40 93

Employee Training and Evaluation

Safety_.. 21 53 35 88

Evaluation of Employee Performance. 20 48 36 86

Employee Training 0 15 36 35 84

The Supervisor and the Union

Labor Relations OOOOO 22 52 35 83

Grievance Procedure and Arbitration . . 21 50 33 79

Labor Relations Legislation . 10 24 29 69

Developing Those We Supervise

Leadership 27 63 39 91

Human Aspect of Management. . 26 62 38 91

Communications 23 55 41 98

Developing the Work Team 18 43 37 88

Background Information of First-Line Supervisors

Personal, Educational, and Professional Background

Fifty-one percent (No22) of the first-line supervisors were 40 years

of age or younger. Eighty-four percent (N=36) were high school

graduates, 23 percent (N=10) had the bachelor's degree, and nine

percent (No4) had the master's degree; no one had the doctorate.

Five percent (No2) had gone to business school and 16 percent (Nia7)

to trade school. The major fields of study for a degree are indicated

at the top of page 23,
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TABLE 33

MAJOR FIELDS OF STUDY OF COLLSGE GRADUATES

Number
Bachelor's

Number
Master's

Business Administration 2 4

Engineering 7 0

Liberal Arts 1 0

Total 10 4

Below is a listing of the major areas of work for the first-line
supervisors in the Transportation Equipment industry:

TABLE 34

MAJOR AREAS OF WO=

Number
Supervisors

Percent
Supervisors

Administration 1 2

Engineering 5 12

Industrial Relations 2 5

Maintenance 3 7

Manufacturing 23 55

Marketing and Sales 2 5

Production Control -- Records 2 5

Purchasing and Procurement 1 2

Other (not specified) 3 7

Total 42 100

Methods of Updating

Fifty-two percent (N022) of the first-line supervisors would take a

credit course and 65 percent (N-28) would take a non-credit course

if they were offered locally.

Eight supervisors were currently enrolled in degree programs: two

for the associate degree, two for the bachelor's, and four for the

master's. Three planned to enroll, one for the associate degree and

two for the bachelor's. Major fields of study were reported by ten

supervisors: seven in business administration, two in engineering,

and one in law.

For the 30 supervisors who did not have plans for further formal

education, the following ceasons were indicated:
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TABLE 35

REASONS FOR NOT UNDERTAKING ADDITIONAL FORMAL EDUCATION

Number Percent

Supervisors, Supervisors

Don't have the time. OOOOO 10 33

Cannot afford it. OOOOOO 6 20

Not a high school graduate. OOOOO 4 13

Not interested . OOOOOOO . 3 10

Live too far from educational center. 2 7

Job demands no more education 2 7

Can do better on my own OOOOOO 1 3

Other (not specified) 2 7

Total 30 100

First-line supervisors had used a variety of educational methods for

updating within the past four years.

TABLE 36

EDUCAT/ONAL METHODS USED FOR UPDATING WITHIN THE PAST FOUR YEARS

(N43)

Number Percent

Supervisors, Supervisors

Company in-service training courses . 22 51

Managerial development within company 14 33

Workshops or seminars on managerial
topics 13 30

Attendance at regional or national
meetings of professional societies. 11 26

Correspondence courses OOOOO 8 19

Short refresher courses at colleges

or universities 3 7

Workshops or seminars in liberal arts

or humanities 3 7

High school courses to improve job

performance OOOOOOO 2 5
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The sources of information used by first-line supervisors in keeping
up to date with new developments are shown in the following table:

TABLE 3 7

SOURCES OF INFORMATION USED IN UPDATING
(No41)

Percent

W
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Discussion with company personnel
(informal or formal) 58 32 10 0 0

In-plant reports and bulletins 47 44 7 0 2

Subordinate-superior discussions
or meetings, . . . 46 41 10 3 0

Manufacturer's literature . 38 28 23 8 3

Management journals 36 33 21 5 5

Company in-service courses 28 34 8 8 22

College and university evening
courses. . , , 22 11 8 45 14

Technical books, reports,
abstracts, and indexes 21 32 23 21 3

Scientific and technical journals. 21 30 18 23 8

Lectures, conferences, work-
shops, and seminars. . . 18 35 26 3 18

Use of consultants . 11 19 27 38 5

Business reports 8 40 26 23 3

Professional society meetings. . 8 13 28 46 5

College and university day
courses. . 0 0 9 85 6

First-line supervisors checked a listing of seven educational media,

which did not include formal classroom instruction, to show their

preference for media of course presentation. (Table 38)
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TABLE 38

PREFERENCE FOR MEDIA OF COURSE PRESENTATION
(N=43)

Number
Supervisors

Percent
Supervisors

Correspondence courses 24 56

Programmed instruction . 17 40

Educational television 14 33

Courses recorded on records 7 16

Courses recorded on tapes 7 16

Two-way radio courses 5 12

Two-way telephone courses 2 5

Other (not specified) 2 5

Company Attitudes Toward Education

A total of 42 first-line supervisors responded to a question on the

attitude of their immediate superior toward continuing their

education. Forty-eight percent (N=20) said the superior encouraged

them; 52 percent (N022) said he was noncommittal, and no one said he

discouraged him.

The attitude of the company as perceived by first-line supervisors

toward participation in educational and professional activities is

reported in the following table. The high percent who did not know

company policy indicates either lack of policy or lack of

communication.

TABLE 39

SUPERVISORS' PERCEPTION OF COMPANY
POLICY TOWARD PROFESSIONAL DEVELOPMENT

(N=40)

Attend company training

Encourages Noncommittal Discourtftes Do Not Know

Percent Percent Percent Percent

courses 100 0 0 0

Enroll for advanced
work. . 80 5 0 15

Attend professional
meetings 59 15 0 26

Hold office in pro-
fessional societies 57 11 0 32

Attend seminars or
workshops away from
the company 48 8 8 36

Write technical and
professional papers 35 19 0 46

Educational leave of
absence 15 5 18 62
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Fifty-eight percent of the supervisors were employed by companies

which provided in-service training; 28 percent said their company
did not provide it and 14 percent did not know. Seventy-two percent

said the training was completely on company time, ten percent said

it was partly on company time, ten percent said it was entirely on

the men's own time, and eight percent did not know.

Seventy-nine percent reported that their company had an educational

assistance plan; seven percent said it did not, and 14 percent did

not know. Fifty-one percent said the course must be job-related in

order to qualify for educational assistance.

The proportion of tuition paid by the company, as indicated by the

31 supervisors mho answered this question, is shown in the table

below:

TABLE 40

PROPORTION OF TUITION PAID

Number
Supervisors

All or almost all 16

About 3/4 5

About 2/3 0

About 1/2 2

About 1/3 0

Less than 1/3 1

Don't know 7

Total 31

Table 42 shows the maximum amount of tuition paid per year by the

companies employing the first-line supervisors.

TABLE 41

MAXIHUM AMOUNT OF TUITION
PAID PER YEAR

Number
Supervisors

More than $300 18

0

5
0
0
0

50 or less 0

Don't know 9

251 - 300
201 - 250
151 - 200
101 - 150
51 - 100

Total

27
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When asked what the effect of available financial assistance was on
their motivation to undertake further education, 34 percent of the
supervisors said it strongly encouraged them, 35 percent said it
partially influenced them, and 31 percent said it had no effect. The
seeming inconsistency that was noted for the middle managers applies
to the supervisors: while 69 percent said that the availability of
financial aid had motivated them to some extent to undertake
additional education, only eight of the 43 respondents were actually
enrolled and three were planning to enroll.

COMPARISON OF NEEDS OF MANAGERS AND SUPERVISORS IN THE TRANSPORTATION
EQUIPMENT /NDUSTRY WITH THOSE OF MANAGERS AND SUPERVISORS IN TOTAL REPORT

The educational needs of managers and supervisors in the industrial
category of Transportation Equipment as compared with needs of those in
business and industry as seen in the total report, "Managerial and Super-
visory Educational Needs of Business and Industry in Pennsylvania," varied
widely.

Top Management

Of the 48 subjects listed, the following were indicated as "Should Have"
needs by 50 percent or more of the top managers:

"Should Have"
Percent

Transportation
Equipment

Total
Report
N=705N=21

Effective Written Communications 84 50
Effective Speaking 79 50
Effective Utilization of Manpower Resources and
Allocation, 67 *

Communication in the Organization . 67 59
Listening Skills 65 *
Management Development 65 53
Improving Decision Making of Managers 61 *
Performance Appraisal and Counseling Techniques . 61 *
Personnel Policy Affecting Labor-Management
Relations . 59 *

Planning and Utilization of Physical Facilities . 59 *
Effective Reading Skills. 58 *
Incentives 58 *
Management Reporting Systems 55 *
Industrial Organization and Administration. . . . 55 *
Long-range Planning and Forecasting for Corporate

Growth. . 53 50
Managerial Mottvation OOOO 53 *
Creativity and Innovation 53 *
Working Effectively with Individuals and Groups . 50 *
Statistical Decision Theory . . II 6 50 *
Overall Strategy and Goals * 50

* Less than 50 percent
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Fifty percent or more of the top managers thought that those they supervise
needed the following subjects:

"Subordinates'
Needs"

Transportation

Percent

Equipment
Total
Report

N=21 N=705

Creativity and Innovation.. .. . . 93 *
Listening Skills OOOOOOO . . 82 62
Effective Written Communications . . . 74 74
Effective Speaking ..... . 74 67
Effective Reading Skills.. OOOO 74 62
Communication in the Organization. . . . . 72 65
Criteria and Selection of Personnel. . . . 63 *
Working Effectively with Individuals and Groups. . . 50 66
Effective Utilization of Manpower Resources andAllocation. . 50
Performance Appraisal and Counseling Techniques. . . 57

Management Development . . 56
Improving Decision Making of Managers. . . . 54
Human Aspect of Management. . . 54

* Less than 50 percent

Middle Management

Of the 54 subjects listed, 50 percent or more of the middle managers in
Transportation Equipment and in the total report indicated a "Should Have"
need for the following:

"Should Have"
Percent

Transportation
Equipment

Total
Report

N=30 N=1,202

Effective Communication in the Organization. . 63 64
Management Development . . 62 66
Working Efficiently with Individuals . . . 59 65

Supervisory Training and Employee Development. 56 53
Oral Presentation of Reports . . 52

Creativity and Innovation. . . . 52

* Less than 50 percent
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Subjects which 50 percent or more of the middle managers thought represented
educational needs of those they supervise were:

"Subordinates'
Needs"

Percent

Transportation
Equipment

Total
Raport

N=30 N=1,202

Supervisory Training and Employee Development 56 61
Management Development OOOOOO 54
Working Efficiently with Individuals 62
Effective Communication in the Organization. . . . . 56
Listening Skills 50

* Less than 50 percent

First-Line Supervision

Fifty percent or more of the first-line supervisors said they "Should Have"
the following of a listing of 16 subjects:

"Should Have"
Percent

Transportation
Equipment

N=43

Fundamentals of the Supervisor's Job
Leadership
Human Aspect of Management
The Tools and Techniques of Effective Supervision. .

Decision Making
Supervisor's Role in Employee Discipline
Communications
Safety
Labor Relations OOOOO
Grievance Procedure and Arbitration. . .

Supervisor's Role in Company Economics

* Less than 50 percent

30

70

63
62

60
60
55

55
53
52

50
50

Total

122911
N=1,713

64

57
53
55
54

51



RECOMMENDATIONS

For the total report, "Managerial and Supervisory Educational Needs of
Business and Industry in Pennsylvania," the following recommendations
were made:

For the University

1. The need for additional training in the area of communications --
such subjects as report writing, effective speaking, conference
leadership -- was strong for all three levels of management and
also for those supervised by top and middle management. The

University should expand its programs in this field and make them
available at locations convenient to business and industry.

2. Management development was much needed by both top and middle
management and those they supervise. While historically the
University has been a leader in this field, its efforts should be

intensified.

3. Middle management expressed a high need for themselves and for
those they supervise in human relations. The number of programs in

this field should be increased at the local level by the University.

4. To meet the significant educational needs presented quantitatively

by this study, the University should expand its offerings of
courses, seminars, workshops and institutes for all three levels of

management, and make them available at convenient locations.

5. When classroom instruction was excluded, the largest number of
middle managers and first-line supervisors said they would take
courses by programmed instruction, correspondence, and educational

television. Consideration should be given to offering more courses
using these three media to help meet the self-perceived educational

needs of managers and supervisors.

For Business and Industry

1. Information on company policies toward participation in educational

activities should be much more widely disseminated among middle

managers and first-line supervisors. A large percentage do not

know the policy of their company.

2. Companies should encourage their employees to take advantage of

financial aid which is available for education.

3. The fact that a large number of management personnel felt their

superior's attitude toward their further education was non-
committal makes it necessary for the company to take steps to remedy

this condition.
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4. Companies should help their managers to realize and meet the needs
presented by the increasing complexity of modern business and
industry. A number of the subjects which appear to be an integral
part of modern management were not perceived as needed by the
managers and supervisors who took part in this study.

5. Since the participants felt that the most frequent method of
obtaining new information for updating was through discussion with
company personnel, the company should be aware of the great
potential of this means of dissemination of information.

6. Since about four out of ten managers are employed in companies
which do not have in-service educational programs, consideration
should be given to the development of additional in-service
programs.

7. Companies should find ways of motivating their employees to avoid
obsolescence in a rapidly changing, competitive business world.

8. Greater consideration should be given to the use of all available
educational media, such as programmed instruction, correspondence
courses, educational television, and attendance at professional
meetings and workshops.

For the Individual Manager and Supervisor

1. The individual should take the initiative in selecting the most
appropriate media to help him grow with the job and meet the
challenges of the future.

2. He should be aware of available financial assistance plans and
other educational activities provided by his company which may aid
him in meeting his educational objectives.

For Professional Associations

1. Professional associations should assist the companies in encouraging
more educational activities by sponsoring workshops and meetings,
subsidizing training activities, and aid in the dissemination of
information to prevent technological and managerial obsolescence.
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MANAGERIAL AND SUPERVISORY EDUCATIONAL NEEDS IN THE
GAS AND ELECT2/C UT/L/TIES INDUSTRY /N PENNSYLVAN/A

INTRODUCTION

The education and training of managers is a major problem of business and

industry today. There are a number of conditions facing business and

industry which indicate the need for this study. Among them are:

1. There is a significant increase in managerial positions and a

resulting inc:cease in the need for managerial education and

training. Managerial positions are increasing faster than the

increase in the total work force. Education is needed to keep

up to date and prevent obsolescence, and must be a continuing

process.

2. The rapid growth of managerial knowledge has increased the importance

of disseminating and applying such information.

3. Greater emphasis is being placed on leadership and motivation in

developing competence and resourcefulness.

4. There is a need for greater emphasis on long-range planning.

5. Companies must operate in increasingly complex and competitive

environments. New skills and abilities are needed for new types

of work, and in today's highly competitive market improved

efficiency becomes more important.

6. Greater emphasis is being placed on international management. The

international aspects of business will become more important for

more companies in the future, as a greater proportion of sales and

profits of many domestic firms comes from abroad.

7. Scientific research and development are necessities for business

growth. The manager must know how to make use of the results of

research.

8. Computer operations and data processing are expanding. Computer

techniques are far in advance of their application by managers.

Continuing Education has undertaken a study of this problem because of the

responsibility of The Pennsylvania State University to the citizens of the

Commonwealth in determining educational needs and in cooperation with other

educational institutions to provide education to meet such needs.
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SURVEY PROCEDURES

This report is a specific segment of a larger study,* and is based on re-

sponses from 184 managers and supervisors from 12 companies in the Gas and

Electric Utilities industry in Pennsylvania. The survey utilized three

questionnaire forms, one for each level of management: top management,

middle management, and first-line supervision. Each questionnaire listed

courses in a number of managerial areas pertinent to managerial personnel.

The respondents checked one of three choices: "Should Have," "Could Use,"

and "Don't Really Need." Top and middle management were asked to indicate

the courses that represented educational needs of those they supervise in

addition to their own needs; this was not asked of first-line supervision.

Middle management and first-line supervision provided information on their

educational background, methods of updating, and company attitudes toward

education; this was not asked of top management.

SUMMARY

TOD Management

Of 48 courses listed, six mere checked by 50 percent or more of top managers

as "Should Have." (Page 3)

For those they supervise,
were needed. (Page 4)

Middle Management

50 percent or more of top managers said 12 courses

Fifty percent or more of the middle managers expressed a "Should Have" need

for 11 courses in the areas of general management and communication out of

54 courses listed in six areas. (Page 9)

Those supervised by middle management were thought by 50 percent or more of

the managers to need 11 of the listed courses. (Page 10)

The educational level was good, with 45 percent having the bachelor's degree.

Middle managers had used many methods of instruction and sources of infor-

mation for updating, and reported generally favorable attitudes toward

education on the part of their companies. (Pages 17-20)

* Dubin, S.S.9 Alderman, E., and Marlow, H.L., "Managerial and Supervisory

Educational Needs of Business and Industry in Pennsylvania," The Pennsyl-

vania State University, 1967. A total of 3,620 managers at three levels

in 250 companies took part in the survey: 705 top managers, 1,202 middle

managers, and 1,713 first-line supervisors. Twenty-two industrial cate-

gories and eight sizes of companies were represented in the study.
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Eirst-Line Supervision

Fifty percent or more of the first-line supervisors reported a "Should Have"

need for eight out of 16 courses. (Page 22)

Twelve percent of the supervisors had the bachelor's degree. They had used

a variety of methods for updating and many sources of information, and

thought their companies had a favorable attitude toward continuing education.

(Pages 23-27)

TOP MANAGEMENT

In the industrial category of Gas and Electric Utilities, 38 top managers

from 12 companies completed the questionnaire. Top managers were defined

as "senior executives ilho direct an enterprise as a whole or who head the

major divisions."

Educational Needs Within Areas of_NanaReriAl Responsibility

The questionnaire for top management consisted of 48 suggested courses on

management subjects. These were in the areas of:

General Management (14 subjects)

Behavioral Science and Management (6 subjects)

Communications Techniques (4 subjects)

Economics (2 subjects)
Quantitative Methods Applied to Business and Industry (2 subjects)

Industrial Relations and Personnel Management (7 subjects)

Financial Management (4 subjects)

Manufacturing and Production (3 subjects)

Marketing (4 subjects)

International Management (2 subjects)

The courses for which top management indicated a "Should Have" need of 50

percent or more were:

"Should Have"
Percent

Working Effectively with Individuals and Groups . 63

Communication in the Organization 58

Management Development, OOOOOOOOOOOOOO 55

Overall Strategy and Goals OOOOO 54

Managerial Motivation. 53

Policy Formation.. . 51

3



Fifty percent or more of the top managers indicated that those they supervise

needed the following courses:

'Subordinates'
Needs"
Percent

Working Effectively with Individuals and Groups . 74

Effective Written Communications OOOOO 71

Performance Appraisal and Counseling Techniques 70

Effective Speaking OOOOO 68

Listening Skills OOOOO OOOOO 66

Communication in the Organization 64

Management Development 61

Managerial Motivation OOOOO 61

Improving Decision Making of Managers OOOOO 57

Human Aspect of Management OOOOOO 56

Effective Reading Skills OOOOO 53

Fundamentals of Financial Reporting and Statement

AnalysisOOOOO OOOOOOOOOO 50

Tables 1 through 10 show the extent of the top managers' needs for each

subject listed, ranked according to the "Should Have" response. Also

included, in the "Subordinates' Needs" column, are the subjects indicated

by top management as being needed by those they supervise.



TABLE 1

GENERAL MANAGEMENT
(N=37)

"Should Have"

"Should Have"
and "Could se"

"Subordinates'
Needs"

Percent Percent Percent

Overall Strategy and Goals . 54 73 38

Policy Formation 51 73 41

Long-range Planning and Fore-
casting for Corporate Growth 43 81 35

/ndustrial Organization and
Administration OOOOO 42 92 47

Impact of Government Legislation
and Controls on Business 35 65 46

Improving Decision Making of

Managers 34 80 57

Effective Utilization of Man-
power Resources and Allocation 34 71 49

Impact of Computer Technology. . 34 71 43

Management Reporting Systems . 33 66 44

Impact of Science and Technology
on Business Management . 31 68 37

Managing Major Change in
Organizations. OOOOO 26 70 29

Ethical Considerations in
Business OOO 23 60 29

Management of Research and
Development 6 39 9

Impact of Multinational Aspects
of Planning and Control. . 0

TABLE 2

BEHAVIORAL SCIENCE AND MANAGEMENT
(N=36)

Working Effectively with

"Shouldllave"
"Should Have"

and "Could use"
"Subordinates'

Needs"

Percent Percent Percent

Individuals and Groups . 63 89 74

Communication in the

Organization 58 83 64

Managerial Motivation . 53 86 61

Human Aspect of Management 42 75 56

Political, Social, and Cultural
Trends and Their Impact on
Business Management 30 57 27

Creativity and Innovation. . 27 63 45
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TABLE 3

COMMUNICATIONS TECHNIQUES
(N=37)

"Should Hpve"
Percent

"Should Have"

and-112(111A021
Percent

"Subordinates'
Needs"
Percent

Effective Written Communications 49 66 71

Effective Reading Skills . . . . 47 63 53

Listening Skills . 46 83 66

Effective Speaking . . .. 46 76 68

TABLE 4

ECONOMICS
(N=35)

aktegliaut2
Percent

"Should Have"
and "Coyld Use"

Percent

"Subordinates'
....Needs"

Percent

Economic Trends . 26 57 20

Comparative Economic Systems I. 7 30 20

TABLES

QUANTITATIVE METHODS APPLIED TO BUSINESS AND INDUSTRY
(N=33)

"Should Xave"
Percent

Statistical Decision Theory. . . 21

Survey Course on Quantitative
Methods 16

6

"Should Have" "Subordinates'
and "Could Use" Needs"

Percent

36

47

Percent

27

25



TABLE 6

INDUSTRIAL RELATIONS AND PERSONNEL MANAGEMENT

(N=33)

"Should Rave"
Percent

"Should Have"
and "Could Use"

"Subordinates'
Reeds"

Percent Percent

Management Development 55 82 61

Personnel Policy Affecting
Labor-Management Relations . 39 65 32

Personnel Policy Affecting
Employment Practices . 39 65 29

Performance Appraisal and
Counseling Techniques 36 78 70

Personnel Policy Affecting Wage
and Salary Structure 28 62 28

Criteria and Selection of
Personnel 27 72 36

/ncentives 27 64 33

TABLE 7

FINANCIAL MANAGEMENT
(N=33)

Fundamentals of Financial
Reporting and Statement

"Shpuld Have"

'Should Have"
and "pould Use"

"Subordinates'

Percent Percent

...Heeds"
Percent

Analysis 64 66 50

Managerial Accounting and
Budgeting 31 59 38

Financial Planning and
Forecasting 30 63 33

Capital Budgeting. ...... . 25 66 34
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TABLE 8

MANUFACTURING AND PRODUCTION
(N*28)

"Should Have" "Subordinates'

"Should Have" and "Could Use" Needs"

Percent Percent Percent

Planning and Utilization of
Physical Facilities . . 29 54 43

Operations Planning and Control. 12 40 32

Operations Research Applied to
Production. OOOOO 4 29 25

TABLE 9

MARKETING
(N=28)

"Should Have" "Subordinates'

"Should Have" and "Could Use" Needs"

Percent Percent Percent

Marketing Research 25 36 21

Pricing . OOOOOOOO 21 25 17

Product Planning 13 26 17

Logistics Planning . 13 25 17

INTERNATIONAL MANAGEMENT
(N=22)

None of the top managers indicated a "Should Have" need for themselves or

for those they supervise for the two courses in International Management.

A few of the managers indicated they "Could Use" these courses: /nter-

national Understanding, 10 percent, and International Economic Analysis,

ten percent.

8



MIDDLE MANAGEMENT

In the industrial category of Gas and Electric Utilities, 62 middle managers
from 12 companies completed the questionnaire. Middle managers were defined
as "personnel assigned to executive dutires in the area between senior exec-
utives and supervisors."

EducatIonal Needs Within Areas of Manasprial Responsibility

The six areas of the questionnaire answered by all middle managers were as
follows:

General Management (13 subjects)
Behavioral Science and Management (7 subjects)
Communication (7 subjects)
Economics (8 subjects)
Quantitative Methods Applied to Business and Industry (15 subjects)
Computer Operations and Data Processing (4 subjects)

Managers were asked to indicate which of the 54 courses listed in the ques-
tionnaire they "Should Have," "Could Use," or "Don't Really Need." They
were also asked to indicate the courses needed by those they supervise.

The following courses were rated "Should Have" by 50 percent or more of the
middle managers:

"Should Have"
Percent

Management Development OOOOO 70
Working Efficiently with /ndividuals 70
Effective Communication in the Organization 65
Listening Skills OOOOO 63
Effective Reading Shills . 55
Performance Appraisal and Counseling Techniques 54
Supervisory Training and Employee Development 54
Criteria and Selection of Personnel for Promotion 53
Business Letter Writing 4 0 52
Conference Leadership OOOOO . 50
Effective Report writing OOOOO 0 3 50



Fifty percent or more of the middle managers thought those they supervise
needed the followinl courses:

"Subordinates'

Percent

Effective Report Writing OOOOO 72

Working Efficiently with Individuals. 70

Listening Skills 69

Supervisory Training ane Employee Development . 67

Oral Presentation of Reports 66

Effective Communication in the Organization 65

Business Letter Writing OOOOOOOOO 63

Alffective Reading Skills OOOOO . 58

Conference Leadership 57

Management Development . . OOOOOO 55

Performance Appraisal and Counseling Techniques . . 51

The following tables, 10 through 15, present the data on the six general

areas of managerial responsibility which were answered by all the middle

managers in the Gas and Electric Utilities industry.

TABLE 10

GENERAL MANAGEMENT
(N=62)

"Should Have"
"Should Have II

and "Could Use"
"Subordinates'

Needs"

Percent

Working Efficiently with

Percent Percent

Individuals 70 95 70

Management Development 70 95 55

Performance Appraisal and
Counseling Techniques 54 86 51

Supervisory Training and
Employee Development 54 80 67

Criteria and Selection of
Personnel for Promotion. . . 53 82 42

Impact of Government Legislation
and Controls on Business . . 35 68 38

Effective Utilization of Man-
power Resources and Allocation 29 63 32

Analyzing Organizational
Behavior OOOOOO 27 72 30

Long-range Planning and Fore-
casting for Corporate Growth 26 67 26

Impact of Computer Technology. . 24 46 29

Principles and Analysis of
Office Systems O OOOO 21 55 28

Impact of Science and Technology
on Business Management 20 53 16

The Application of Information
Technology on Decision Making. 17 46 21
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TABLE 11

BEHAVIORAL SCIENCE AND MANAGEMENT
(Na61)

"Should Have" "Subordinates'

"Should Have" Amugaulaglel Needs"
Percent Percent Percent

Human Aspect of Management . 42 81 46

Management Psycholou 34 81 29

Understanding Group /nteraction
and Behavior OOOOO . 32 81 44

Creativity and Innovation. . 28 71 33

Industrial Sociology 19 57 19

Impact of Consumer Behavior onManagement. 17 46 10

Social and Cultural Trends and
Their Impact on Business
Management . 15 46 15

TABLE 12

COMMUNICATION
(N=62)

"Should Have" "Subordinates'
"Should Have" and "Could Use" Needs"

Percent Percent Percent

Effective Communication in the
Organization 65 92 65

Listening Skills. OOOOO 63 92 69

Effective Reading Skills 55 92 58

Business Letter Writing 52 92 63

Effective Report T.Iriting 50 07 72

Conference Leadership 50 86 57

Oral Presentation of Reports , . 49 88 66
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TABLE 13

ECONOMICS

Fundamentals of Economics
Economic Trends 0

The Economic Systems of the

(N=59)

"Should Have"
"Should Have"

Apd "Could use"
"Subordinates'

Needs"

Percent

25

21

Percent

69

62

AMMIIMEN

Percent

46
26

United States ***** . 20 54 31

Economics of Production and
Cost 0 14 45 21

Economics of Technology and
Innovation 0 11 32 9

The Price Mechanism 9 41 16

Comparative Economic Systems . . 5 38 21

International Economics 0 13 7

TABLE 14

QUANTITATIVE METHODS APPLIED TO BUSINESS AND INDUSTRY
(N=59)

"Should:gm:1
"Should Have"
and "CouldUsel

"Subordinates'
Needs"

Percent

Improving Decision Making of

Percent Percent

Managers . 39 73 32

Statistical Decision Theory 20 49 18

Replacement Management 19 52 16

Applying Program Evaluation and
Review Techniques (PERT) . . . 18 48 26

Review of Basic Mathematics 16 41 40

Statistical Procedures and
MethodsOOOOO 11 36 25

Inventory Management 9 34 16

Linear Programming 7 31 11

Probability Theory 7 28 16

Dynamic Programming.. OOOOO 7 27 9

Waiting Lines. OOOOO 5 23 7

Calculus of Infinite Series 5 16 9

Calculus of Finite Differences 5 16 7

Matrix Algebra . 5 10 9

Analytic Geometry 4 20 16
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TABLE 15

COMPUTER OPERATIONS AND DATA PROCESSING

(N=58)

"Should Have
"Should Have"

and "Could Use"
"Subordinates'

Percent Percent Percent

Data Systems and Processing. . . 14 46 25

Fundamentals of Prozramming for

Computer Operations . . 12 45 28

Applying the Computer to
Problems of Business and

Management .
11 53 26

Mathematics for Digital
Computers OOOOO 11 25 21

If the manager's area of major responsibility was not included in the pre-

ceding six, he was asked to complete the one of seven additional areas that

most closely corresponded to his special field of work. These were:

Industrial Relations and Personnel Mannement (3 subjects)

Financial Management (6 subjects)

Manufacturing and Production (10 subfjects)

Marketing (9 subjects)

Sales Management (5 subjects)

International Management (10 subjects)

Research and Development (5 subjects)

The following tables, 16 through 22, show the responses for these special

fields of work:

TABLE 16

INDUSTRIAL RELAT/ONS AND PERSONNEL MANAGEMENT

(N=28)

"Should pave"

"Should Have"
and 7pould Use'

"Subordinates'

Percept Percent Percent

In-plant Traiping, 57 79 57

Job Analysis and Job Evaluation
Methods. f 9 # 48 74 35

Management and Lahor Relations co 48 65 39

Recruiting, Interviewing,
Selection, Assessment of
Personnel and Promotion. . 32 . 68 32

Maintaining Efficient and Up-To-
Date Personnel Records 29 53 29

Salary and Wage Administration 24 53 19

Employee Benefit Plans 24 48 33

Industrial Safety and Medical
Services 23 55 27
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TABLE 17

FINANCIAL MANAGEMENT
(N=22)

"Should Have"

"Should Have"
An4 "Could Use"

"Subordinates'
Needs"

Percent

Budgets 43

Fundamentals of Financial
Reporting and Statement

Percent

86

Percent

38

Analysis OOOOO 43 72 24

Managerial Accounting 38 71 19

Financial Planning and
Forecasting. OOO . 27 72 23

New Developments in Equipment
Replacement Policy . 24 57 14

Taxes. OOOOO 19 52 19

-

TABLE 18

MANUFLCTURING AND PRODUCT/ON
(N=18)

"Should Have"
"Should Have"

and "Could Use"
"Subordinates'

Needs"

Percent Percent Percent

Engineering Economy. OOOOO . 22 55 28

Maintenance Planning and Control 13 51 25

Methods Analysis and Fork
Simplification . O OOOO 13 44 13

Production Planning and Control

Management 11 44 11

Value Analysis . 11 33 6

Organization and Management of
Purchasing Operations 7 27 7

Materials Handling OOOOO 6 37 13

Automation . OOOOOOO . . 0 38 6

Quality Control. . 0 21 7

Inventory Management 0 73 0
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TABLE 19

MARKETING
(N=15)

"Should Have"
"Should Have"

and "Could Use"
"Subordinates'

Needs"

Percent Percent Percent

Marketing Management 20 53 33

Fundamentals of Marketing. 20 47 47

Marketing Research . . 20 33 13

Product Planning 14 28 14

Application of Management
Science and Computers to
Marketing Problems . . . 7 27 13

Fundamentals of Pricing. . 0 29 7

Brand Marketing **** . 0 21 7

Physical Distribution Methods. 0 14 7

Packaging Design and Development 0 7 7

TABLE 20

SALES MANAGEMENT
(N=19)

"Should Have" "Subordinates'

"Should Have" and "Could Use" Needs"

Percent Percent Percent

Selection and Evaluation of
Field Salesmen . * .... .

Mbtivating Salesmen. . .

39

37

50

69

33
32

Supervision of Field Salesmen. . 33 50 44

Training of Field Salesmen . . 28 39 33

Compensation of Field Salesmen 12 36 12
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TABLE 21

INTERNATIONAL MANAGEMENT
(N=12)

"Should Have"
"Should Have"

aqd "Could Use"
"Subordinates'

Needs"
Percent Percent Percent

Monetary Exchange Problems .
o. 27 18

International Understanding. 9 27 18

British Commonwealth, United
Nations, including Inter-
national Monetary Fund and
World Bank and Their Role
in World Trade . 9 27 18

United States Foreign Economic
Policy 9 27 9

International Economic
OrganizationsOOOOO . 9 18 18

International Economic Analysis. 9 18 18

Sources of Funds: Financing of
Day-to-Day Transactions 0 17 8

Commercial Policy and Trade
Control 0 9 0

International Law 0 9 0

Appraising and Developing
Foreign Markets OOOOO 0 8 8

TABLE 22

RESEARCH AND DEVELOPMENT
(N=12)

"Should Have"
"Should Have"

and "Could Use"
"Subordinates'

Needs"
Percent

Planning Budgeting and Control

Percent Percent

of Projects 9 45 18

Guidelines for Selecting and
Appraising New Projects. . 9 36 9

Supervision and Management of
Research Services 9 27 18

Building Research and Develop-
ment Teams 9 27 18

Evaluation of the Research and
Development Programs 8 33 25
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Background ,Information of Middle Managers

Personal, Educational, and Professional Background

Twenty-seven percent (N016) of the 62 middle managers were 40 years
of age or younger. This means that they have at least 25 more years
of productive employment. Eighty-nine percent (N=55) had completed
high school, 45 percent (N028) had the bachelor's degree, and five
percent (N=3) had the master's degree. No one had the doctorate.
Eighteen percent (N=11) went to business school and six percent (N=4)
went to trade school. The major fields of study for the undergraduate
and graduate degrees are given below:

TABLE 23

MAJOn F/ELDS OF STUDY OF COLLEGE GRADUATES

Number
Bachelor's

Number
Vaster's

Business Administration 8 1

Education 1 0
Engineering 14 2
Liberal Arts OOOOOOOOOOOO . 2 0
Mineral Industries 2 0

Other (not specified) 1 0

Total 28 3

The major areas of work for the middle managers in the Gas and Electric
Utilities industry are shown below:

TABLE 24

MAJOR AREAS OF WORK

Number
Managers,

Percent
Managers

Administration 28 45
Engineering 7 11

Finance 3 5

Industrial Relations 4 7

Maintenance 2 3
Marketing and Sales 11 18
Purchasing and Procurement 1 2

Traffic and Transportation 1 2
Other (not specified) 4 7

Total 61 100
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Methods of Updating

Fifty-one percent (N=30) of the middle managers would take a credit
course and 73 percent (N045) would take a non-credit course if they
were offered locally.

No managers were currently enrolled for a degree. Three planned to
enroll: one for the bachelor's degree and two for the master's. Two
planned to study business administration and one planned to study lay.

Seventy-nine percent had no plans for further degree work and their
reasons are given below:

TABLE 25

REASONS FOR NOT UNDERTAKING ADDITIONAL FORMAL EDUCATION

Number
Managers

Percent
Managers

Don't have the time 17 36

Live too far from educational center 8 16

Job demands no more education. . . 5 10

Not a high school graduate 4 8

Not interested 3 6

Can do better on my own. . OOOO 1 2

Other (not specified) 11 22

Total 49 100

The variety of educational methods used by middle managers for
updating within the past four years is shown below:

TABLE 26

EDUCATIONAL METHODS USED FOR UPDATING WITHIN THE PAST FOUR YEARS
(N=62)

Number
Managers,

Percent
Managers

Workshops or seminars on managerial topics . . 51 82

Managerial development within company 45 73

Company in-service training courses 36 58

Attendance at regional or national meetings
of professional societies 35 56

Short refresher courses at colleges or
universities 12 19

Correspondence courses 10 16

Workshops or seminars in liberal arts or
humanities 4 6

Television courses 4 6

High school courses 1 2
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Many sources of information were used by the middle managers to keep
up with new developments. Table 27 lists these sources.

TABLE 27

SOURCES OF INFORMATION USED IN UPDATING
(N°62)

Percent

W
W rm4

% r4 .0
p4
4.3

O W sr' 0 r4
W 63 A 4.1 ni
O co 0 .0 >

0 0cr w t Z
r-i 4

a) a) a) a) o
U3 14 > GO 0 144
P gas 4 c' X 8 '4 04

Discussion with company personnel
(informal or formal) 68 27 5 0 0

Subordinate-superior discussions or
meetings 65 30 2 0 3

In-plant reports and bulletins . . 63 29 2 3 3
Business reports O lb OOOO 43 38 15 2 2

Management journals 32 57 6 0 5

Lectures, conferences, workshops,
and seminars 32 56 6 3 3

Manufacturer's literature 32 45 15 8 0
Company in-service courses 26 36 16 11 11
Scientific and technical journals. . 17 43 22 16 2
Professional society meetings. . 14 35 29 19 3
Technical books, reports, abstracts,

and indexes. OOOOO 8 50 32 10 0
Use of consultants 5 26 31 38 0
College and university evening

courses. . OOOOOOOOOO 0 12 11 66 11

College and university day courses 0 4 4 90 2
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Middle managers responded to a listik; oil seven educational media,
other than classroom instruction, through which they would take

courses. (Table 28)

TABLE 28

PREFERENCE FOR MEDIA OF COURSE PRESENTATION
(N=62)

Number
Nanagers

Percent
Nanvers

Correspondence courses 28 45

Educational television OOOOOOO 27 44

Programmed instruction OOOOOOO . 24 39

Courses recorded on records 8 13

Courses recorded on tapes OOOOOO 5 8

Two-way radio courses OOOOOOOO 2 3

Two-way telephone courses 1 2

Company Attitudes Toward Education

Of the 60 managers responding to a question on the attitude of their
immediate superior toward continuing their education, 52 percent (Nsa3l)
said the superior encouraged them and 48 percent (N=29) said the su-
perior was noncommittal. No one said the superior discouraged him.

Middle managers reported their perception of company attitudes toward
participation in professional and educational activities.

TABLE 29

MANAGERS' PERCEPTION OF COMPANY POLICY
TOWARD PROFESSIONAL DEVELOPMENT

(N=61)

Encourages Noncommittal Discourages, po Not Know

Percent Percent Percent Percent

Attend company training
courses 95 0 0 5

Attend professional
meetings OOOOOO 90 7 0 3

Hold office in profes-
sional societies 83 14 0 1

Enroll for advanced work 77 7 0 16

Attend seminars or work-
shops away from the
company OOOOO 76 10 0 14

Write technical and
professional papers. . . 68 16 0 16

Educational leave of
absence OOOOOO 16 17 14 53
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Eighty-seven percent of the middle managers indicated that they were
employed by companies which provided in-service training; 11 percent
were not, and two percent did not know. Fifty-nine percent said the
training was entirely on company time, 34 percent said it was partly
on company time, two percent said it was not on company time, and
five percent did not know.

Ninety-eight percent reported that their company had an educational
assistance plan and two percent said it did not. Seventy-nine per-
cent said the course had to be job-related in order to qualify for
financial assistance.

The proportion of tuition paid by the company is shown below:

TABLE 30

PROPORTION OF TUITION PAID

Number
Nanatzers

All or almost all OOOOO 14

About 3/4 OOOOOOOOOOOO 1

About 2/3 OOOOOOO 1

About 1/2 OOOOO OOOOO 42
About 1/3 . OOOOOOO 0
Less than 1/3__ OOOOO 0Don't know OOOOO 1

Total OOOOOO OO 59

The following table shows the maximum amount of tuition paid per year
by the companies for which the middle managers work:

TABLE 31

MAXIMUM AMOUNT OF TUITION
PAID PER YEAR

Number
Manaaers

More than $300 OOOOOOOO 21

251 - 300. . . OOOOOOOOOO 0

201 - 250. . . OOOOOOOOOO 1

151 - 200. . . OOOOOOOOOOO 5

101 - 150 OOOOOOOOOOOOO 0

51 - 100 OOOOOOO 1

50 or less OOOOOOOOO OOOOO 0

Don't know OOOOOOOOO 30

Total OOOOO OOOOO 58
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Viten asked about the effect of available company educational assis-
tance in motivating them to undertake further education, 28 percent
of the middle managers said it had strongly encouraged them, 32 per-
cent said it had partially influenced them, and 40 percent said it
had no effect. There is an inconsistency here: while 60 percent
said the,availability of financial aid motivated them to some extent,
no one was actually enrolled and only three were planning to enroll.
However, some who had completed their educational objectives may have
been so motivated at the time they were enrolled.

FIRST-LINE SUPERVISION

In the industrial category of Gas and Electric Utilities, 84 first-line
supervisors from 12 companies completed the questionnaire. First-line su-
pervisors were defined as "those whose major activities have to do with
supervisory and foreman activities." The supervisors responded to a listing
of 16 course titles in the area of supervisory responsibility. They pro-
vided information on their personal, educational, and professional background,
methods of updating, and company attitudes toward education.

Educatipnal Needs

The 84 first-line supervisors in the category of Gas and Electric Utilities
were asked to indicate which of the 16 courses listed in the questionnaire
they "Should Have," "Could Use," or "Don't Really Need." The following
courses were rated "Should Have" by 50 percent or more of the supervisors.

"Should Have"
Percent

Fundamentals of the Supervisor's Job OOOOOO 70
The Tools and Techniques of Effective Supervision 64
Leadership 61
Decision Making 59
Communications 56
Safety 56
Human Aspect of Management 53
Supervisor's Role in Employee Discipline 52

Table 32 gives the "Should Have" and the combined "Should Have" and "Could
Use" needs for the entire listing of 16 courses, according to four groupinzs.



TABLE 32

FIRST-LINE SUPERVISION TRAINING NEEDS
(Nm83)

Principles of Supervision

"Should Have"
"Should Have"

and "Could Use"
No. No. 7.

Fundamentals of the Supervisor's Job 53 70 77 93

The Tools and Techniques of Effective
Supervision... .. 52 64 72 89

Decision Making OOOOOOOO 48 59 75 92

Supervisor's Role in Employee Discipline . . 42 52 68 84

Supervisor's Role in Company Economics 39 48 68 83

Inter-Departmental Cooperation 37 46 65 81

Employee Trainina and Evaluation

Safety 45 56 69 86

Evaluation of Employee Performance 33 42 65 83

Employee Training 33 41 65 81

The Supervisor and the Union

Labor Relations 11 38 61 75

Grievance Procedure and Arbitration 30 37 60 74

Labor Relations Legislation. . O ..... . 12 15 36 46

Developina,Those We Supervise

Leadership . OOOOOOOOO OOOOO 50 61 73 89

Communications OOOOOOOO 46 56 72 88

Human Aspect of MIanagement 43 53 77 95

Developing the Work Team 33 41 67 83

ciLligloundia

Personal, Educational, and Professional Background

Twenty-nine percent (N=25) of the first-line supervisors were 40
years of age or younger. Seventy-five percent (N=62) were high school
graduates, 12 percent (N=10) had the bachelor's degree, and no one had
the master's degree or the doctorate. Seven percent (N=6) had gone to

business school and 15 percent (N=13) to trade school. The major fields
of study for the bachelor's degree are indicated in the following table:
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TABLE 33

MAJOR FIELDS OF STUDY OF COLLEGE GRADUATES

Number
Aachelor's

Agriculture 1

Business Administration 2

Education 1

Engineering 5

Psycholo3y 1

Total 10

Below is a listing of the major areas of work for the fir t-line
supervisors in Gas and Electric Utilities industry:

TABLE 34

MAJOR AREAS OF WORK

Number
Supervisors

Percent
Supervisors

Administration 16 20
Engineering 4 5

Finance 5 6

Industrial Relations 1 1

Maintenance 24 30

Mhrketing and Sales 1 1

Production Control - Records 1 1

Research and Development 1 1

Service (yard and labor personnel, etc.) 13 16

Other (not specified) 15 19

Total 31 100

Methods of Updating

Forty-six percent (N=37) of the first-line supervisors would take a
credit course and 73 percent (N=59) would take a non-credit course
if they were offered locally.

Two of the supervisors were currently enrolled for an associate degree.
Four planned to enroll, one for the associate degree and three for the
bachelor's. The major fields of study reported were: three in busi-
ness administration, one in engineering, and two in another field
which was not specified.



For the 71 supervisors who did not have plans for further formal

education, the following reasons were indicated:

TABLE 35

REASONS FOR NOT UNDMAKING ADDITIONLL FORMAL EDUCATION

Number
Supervisors

Percent
Ampervisors

Don't have the time 19 27

Not a high school graduate 11 15

Live too far from educational center 10 14

Cannot afford it 6 8

Not interested OOOOO 3 4

Job demands no more education 2 3

Can do better on my own 1 2

Other (not specified) OOOOO 19 27

Total OOOOOOO 71 100

First-line supervisors had used a variety of educational methods

for updating within the past four years.

TABLE 36

EDUCATIONAL METHODS USED FOR UPDATING WITHIN THE PAST FOUR YEARS

(N=84)

Workshops or seminars on managerial

topics OOOOOO
Company in-service training courses. .
Managerial development within company.
Attendance at regional or national

Number
Supervisors

Percent
Supervisors

.

47
44
37

56

52

44

meetings of professional societies . . 22 26

Correspondence courses OOOOO 17 20

Short refresher courses at colleges

or universities OOOOOOO 8 10

High school courses to improve job
performance OOOOO 6 7

Television courses .. OOOOO 5 6

Workshops or seminars in liberal
arts or humanities 4 5
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The sources of information used by first-line supervisors in keeping
up to date with new developments are shown in the following table:

TABLE 37

SOURCES OF INFORMATION USED IN UPDATING
(N=76)

Percent

a).4
?, en
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(1.3 DO 0 ry
cr $4 4.1 z r-i <4

W W W w w 4.1 W 0
10 W ? M 0 r4 OM 0 114

rs4 44 0 = 0 0 0 3 14

14
CD (1) 4- 0

Discussion with company personnel
(informal or formal) . ..... 73 20 3 3 1

/n-plant reports and bulletins . . . 57 33 0 6 4

Subordinace-superior discussions
or meetings 45 37 11 4 3

Manufacturer's literature 29 53 8 10 0

Company in-service courses 25 40 9 10 16

Lectures, conferences, workshops,
and seminars 23 39 19 6 13

Management journals 20 49 16 12 3

Scientific and technical journals. . 14 38 23 19 6

Technical books, reports, ebstracts,
and indexes....... 13 46 21 16 4

Business reports 11 45 20 21 3

Use of consultants ... OOOOO 7 26 21 42 4

College and university evening
courses 6 6 2 75 11

Professional society meetings 3 25 23 42 7

College and university day courses 0 3 8 84 5

First-line supervisors checked a listing of seven educational
media, which did not include formal classroom instruction, to
show their preference for media of course presentation. (Table 38)

26



TABLE 38

PREFERENCE FOR MEDIA OF COURSE PRESENTATION
(N=84)

Number
gapervisors

Percent
Supervisors

Correspondence courses 62 50

Programmed instruction 29 35

Educational television 22 26

Courses recorded on records 12 14

Courses recorded on tapes 11 13

Two-way radio courses 5 6

Two-way telephone courses, OOOOO 4 5

Other (not specified)OOOOO 5 6

Company Attitudes Toward Education

A total of 82 first-line supervisors responded to a question on the

attitude of their immediate superior toward continuing their education.

Fifty percent (N=41) said the superior encouraged them; 49 percent
(N=40) said he vas noncommittal, and one percent (Nal) said he dis-

couraged him.

The attitude of the company as perceived by first-line supervisors

toward participation in educational and professional activities is
reported in the following table. The high percent who did not know
company policy indicates either a lack of policy or a lack of com-

munication.

TABLE 39

SUPERVISORS' PERCEPTION OF COMPANY
POLICY TOWARD PROFESSIONAL DEVELOPMENT

(N=73)

Encourages monlmakull niscouragel Do pot Know
Percent Percent Percent Prcent

Attend company training
courses OOOOO 97 0 0 3

Attend professional
meetings OOOOO 83 3 0 14

Hold office in professional
societies 79 4 1 16

Enroll for advanced work 77 5 0 18

Attend seminars or work-
shops away from the
company 74 7 0 19

Write technical and
professional papers. . 54 6 1 39

Educational leave of
absence 11 10 1 78
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Seventy-nine percent of the supervisors were employed by companies
which provided in-service training; 20 percent said their company
did not provide it and one percent did not know. Fifty-four percent
said the training was completely on company time, 29 percent said it
was partly on company time, 13 percent said it was entirely on the
men's own time, and four percent did not know.

Ninety-three percent reported that their company had,an educational
assistance plan; six percent said it did not, and one percent did
not know. Seventy-seven percent said the course must be job-related
in order to qualify for educational assistance.

The proportion of tuition paid by the company is shown in the table
below:

TABLE 40

PROPORTION OF TUITION PAID

Number
amuyisors

All or almost all OOOOOOOO 16

About 3/4 0
About 2/3._. OOOOOOO 1

About 1/2 OOOOO OOOOO 47

About 1/3 OOOOOOOOO 0

3Less than 1 /_. 0

Donit know 5

Total 69

Table 41 shows the maximum amount of tuition paid per year by the
companies employing the first-line supervisors.

TABLE 41

MAXIMUM AMOUNT OF TUITION
PAID PER YEAR

Number
Supervisors

More than $300 OOOOOOOOO 20
251 - 300OOOOO OOOOOO 2

201 - 250 OOOOOOOOOOO 0

151 - 200. OOOOOOOOOOO 3

101 - 150. 1

51 - 100. OOOOOO OOOOO
50 or less OOOOOOO 0

Don't know OOOOOOOOOOO 41

Total OOOOOOOOOO 67
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When asked what the effect of available financial assistance was on
their motivation to undertake further education, 32 percent of the
supervisors said it strongly encouraged them, 38 percent said it
partially influenced them, and 30 percent said it had no effect.
The seeming inconsistency that was noted for the middle managers
applies to the supervisors: while 70 percent said that the avail-
ability of financial aid had motivated them to some extent to under-
take additional education, only two of the 84 respondents were
actually enrolled and four were planning to enroll.

COMPARISON OF NEEDS OF MANAGERS AND SUPERVISORS IN GAS AND ELECTRIC UTILITIES
INDUSTRY WITH THOSE OF MANAGERS AND SUPERVISORS IN TOTAL REPORT

The educational needs of managers and supervisors in the industrial category
of Gas and Electric Utilities as compared with needs of those in business and
industry as seen in the total report, qianagerial and Supervisory Educational
Needs of Business and Industry in Pennsylvania," were relatively higher and
more numerous.

Top Management

Of the 48 subjects listed, the following were indicated as "Should Have"
needs by 50 percent or more of the top managers:

"Should Have"
Percent

Gas and Electric Total
Utilities Palm=
N=38 N=705

Working Effectively with Individuals and Groups 63 *
Communication in the Organization. .. ... 58 59
Management Development OOOOO 55 53
Overall Strategy and Goals OOOOO 54 50
Managerial Motivation. . O OOOOOOO . 53 *
Policy Formation OOOOOOOOOOOOO 51 *
Effective Speaking OOOOO . * 50
Effective Written Communications OOOOO * 50
Long-range Planning and Forecasting for Corporate
Growth. OOOOO 50

* Less than 50 percent
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Fifty percent or more of the top managers thought that those they supervise
needed the following subects:

Gas

"Subordinates'
Needs"
Percent

and Electric Total
Utilities Report,

N=38 N=705

Working Effectively with Individuals and Groups 74 66

Effective Written Communications . OOOO 71 74

Performance Appraisal and Counseling Techniques 70 57

Effective Speaking 68 67

Listening Skills 66 62

Communication in the Organization OOOOOO 64 65

Management Development 61 56

Managerial Motivation 61

Improving Decision Making of Managers 57 54

Human Aspect of Management 56 54

Effective Reading Skills 53 62

Fundamentals of Financial Reporting and Statement
Analysis 50

* Less than 50 percent

MidAltAinastmatt

Of the 54 subjects listed, 50 percent or more of the middle managers in
Gas and Electric Utilities and in the total report indicated a "Should Have"
need for the following:

Gas

"Should Have"
Percent

and Electric Total
Utilities Report

N=62 N=1,202

Management Development _70 66

Working Efficiently with Individuals 70 65

Effective Communication in the Organization 65 64

Listening Skills 63 *
Effective Reading Skills 55 *
Supervisory Training and Employee Development 54 53

Performance Appraisal and Counseling Techniques 54 *

Criteria and Selection of Personnel for Promotion . 53 *

Business Letter Writing 52 *
Conference Leadership 50 *
Effective Report Writing 50 *

* Less than 50 percent
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Subjects which 50 percent o more of the middle managers thought repre-
sented educational needs of those they supervise Imre:

Effective Report Writinz OOOOOO OOO OO

Gas

"Subordinates'

Percent

and Electric
Utilities

Total
Report,

y=62

72

N=1,202

Worhing Efficiently with Individuals . . . . 70 62
Listening Skills 69 50

Supervisory Training and Employee Development 67 61
Oral Presentation of Reports OOOOOOOO 66

Effective Communication in the Organization. . 65 56
Business Letter Writing. OOOOOOOO 63
Effective Reading Skills 58

Conference Leadership 57

Nenagement Development . OOOO O , 55

Performance Appraisal and Counseling Techniques 51

* Less than 50 percent

FAUS:lintAMICialkall

Fifty percent or more of the first-line supervisors said they needed the
following of a listing of 16 subjects:

Gas

"Should Have"
Percent

and Electric Total
Utilities Renort

N=84 N=1,713

Fundamentals of the Supervisor's Job OOOOO 70 64
The Tools and Techniques of Effective Supervision. . . 64 55

Leadership OOOOOOOOOOOOOO OOOOO 61 57

Decision Neking 59 54

Communications 56 51

Safety 56

Human Aspect of Nenagement 53 53
Supervisor's Role in Employee Discipline OOOOO 52

* Less than 50 percent
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RECOMMENDATIONS

For the total report, "Managerial and Supervisory Educational Needs of
Businesth.and Industry in Pennsylvania," the following recommendations
were made:

For the University

The need for additional training in the area of communications --
such subjects as report writing, effective speaking, conference
leadership -- was strong for all three levels of management and
also for those supervised by top and middle management. The Uni-
versity should expand its programs in this field and make them
available at locations convenient to business and industry.

2. Management development was much needed by both top and middle
management and those they supervise. Mile historically the Uni-
versity has been a leader in this field, its efforts should be
intensified.

3. Middle management expressed a high need for themselves and for those
they supervise in human relations. The number of programs in this
field should be increased at the local level by the University.

4. To met the significant educational needs presented quantitatively
by this study, the University should expand its offerings of courses,
seminars, workshops and institutes for all three levels of management,
and make them available et convenient locations.

5. Mien classroom instruction was excluded, the largest number of middle
managers and first-line supervisors said they would take courses by
programmed instruction, correspondence, and educational television.
Consideration should be given to offering more courses using these
three media to help meet the self-perceived educational needs of
managers and supervisors.

EM_AWELNLEL-aMiaMILIELLX

1. Information on company policies toward participation in educational
activities should be much more widely disseminated among middle mana-
gers and first-line superviL:ors. A large percentage do not know the
policy of their company.

2. Companies should encourage their employees to take advantage of fin-
ancial aid which is available for education.

3. The fact that a large number of manaLlement personnel felt their sup-
eriors' attitude toward their further education was noncommittal makes
it necessary for the company to take steps to remedy this condition.
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4. Companies should help their managers to realize and meet the needs
presented by the increasing complexity of modern business and industry.
A number of the subjects which appear to be an intngral part of modern

management were not perceived as needed by the managers and supervisors

.who took part in this study.

5. Since the participants felt that the most frequent method of obtaining

new information for updating was through discussion with company per-
sonnel, the company should be aware of the great potential of this
means of dissemination of information.

6. Since about four out of ten managers are employed in companies which

do not have in-service educational programs, consideration should be

oiven to the development of additional in-service programs.

7. Companies should find ways of motivating their employees to avoid

obsolescence in a rapidly changing, competitive business world.

8. Greater consideration should be given to the use of all available
educational media, such as programmed instructicn, correspondence
courses, educational television, and attendance at professional

meetings and workshops.

For the Ineividual panacter and Supervisor

1. The individual should take the initiative in selecting the most
appropriate media to help him grow with the job and meet the

challenges of the future.

2. He should be aware of available financial assistance plans and other

educational activities provided by his company which may aid him in

meeting his educational objectives.

lior Professional Associations

1. Professional associations should assist the companies in encouraging
more educational activities by sponsoring workshops and meetings,
subsidizing training activities, and aid in the dissemination of infor-
mation to prevent technological and managerial obsolescence.



PUBLICATIONS OF THE DEPARTMENT OF PLANTING STUDIES

"Educational Needs of Eanage.,:s and Supervisors in Cities,. Boroughs, and

Townships in Pennsylvania" 1968 ($2.00)

"Ivlanagerial and Supervisory Educational reeds of Business and Industry

in Pennsylvania" 1967 ($5.CC)

"Survey Report of Managerial and Supervisory Educational Needs of Business
and Industry in Pennsylvania" 1967 ($1.00)
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MANAGERIAL am SUPERVISORY EDUCATIONAL NEEDS
IN THE APPAREL, T1371.TILES, AND LEATHER INDUSTRY IN PENNSYLVANIA

IITMODUCTION

The education and training of managers is a major problem of business and
industry today. There are a number of conditions facing business and
industry which indicate the need for this study. Among them are:

1. There is a significant increase in manage.Aal positions and a
resulting increase in the need for managerial education and training.
Managerial positions are increasing faster than the increase in the
total work force. Education is needed to keep up to date and pre-
vent obsolescence5 and must be a continuing process.

2. The rapid growth of managerial knowledge has increased the impor-
tance of disseminating and applying such information.

3. Greater emphasis is being placed on leade::ship and motivation in
developing competence and resourcefulness.

I. There is a need for greater emphasis on long-range planning.

5. Companies must operate in increasingly complex and competitive en-
mironments. New skills and abilities are needed for new types of
work, and in today's highly competitive market improved efficiency
becomes more important.

G. Greater emphasis is being placed cn international management. The

international aspects of business will become more important for
more companies in the future, as a greater proportion of sales and

profits of many domestic firms comes from abroad.

7. Scientific research and development are necessities for business
growth. The manager must know how to make use of the results of

research.

C. Computer operations and data processing are expanding. Computer

techniques are far in advance of their application by managers.

Continuing Education has undertaken a study of this problem because of the

responsibility of The Pennsylvania State University to the citizens of the
Commonwealth in determining educational needs and in cooperation with other
educational institutions to provide education to meet such needs.
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SURVEY PROCEDURES

This report is a specific segment of a large:: study,* and is based on re-

sponses from 74 managers and supervisors from 17 companies in the Apparel,

Te%tiles, and Leather industry in Pennsylvania The survey utilized three

questionnaire forms, one fw: each level of management: top management,

middle management, and first-line supervision. Each questionnaire listed

courses in a number of managerial areas pertinent to managerial personnel.

Yhe respondem:s checked one of three choices: "Should Have," "Could Use,"

and "Don't Really Need." Top and middle management were asked to indicate

the courses that represented educational needs of those they supervise in

addition to their own needs this was not asked of first-line supervision.

Middle management and first-line supervision provided information on their

educational background, methods of updating, and company attitudes toward

eduzation, this was not asked of top managemant.

SUMMARY

aLUIBISIEent

Of 46 courses listed six were checked by 53 percent of more of the top

managers as "Should Have." (Page 3)

For those they supervise, 5C percent or more of the top managers said 11

courses were needed. (Page 4)

Middle Management

Fifty percent or more of the middle managers erpressed a "Should Have"

need for three of the 54 listed courses. (Page 8)

Pone of the listed courses was thought by middle management to be needed

by those they supervise to the extent of 50 percent or above.

Twenty-two percent of the middle managers had the bachelor's degree. They

had used many methods of instruction and sources of information for up-

dating, and reported generally favorable attitudes toward education on

the part of their companies. (Pages 16-18)

Dubin, S.S., Alderman, E., and Marlow, H.L., "Managerial and Supervisory

Educational Needs of Business and Industry in Pennsylvania," The Penn-

sylvania State University, 1967. A total of 3,620 managers at three levels

in 250 companies took part in the survey: 7C5 top managers, 1,202 middle

managers, and 1,713 first-line supervisors. Twenty-two industrial cate-

gories and eight sizes of companies were represented in the study.
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First-Line Supervision

Fifty percent or more of the first-line supervisors reported a "Should

Have" need for three of the 16 courses. (Page 19)

One supervisor had the bachelor's degree in liberal arts and one had the

master's degree in business administration. They had used a variety of

methods for updating and many sources of information, and thought their

companies had a favorable attitude toward continuing education.(Pages 20-23)

TOP MANAGEMENT

In the industrial category of Apparel, Textiles, and Leather, 20 top

managers from 17 companies completed the questionnaire. Top managers

were defined as "senior executives who direct an enterprise as a whole

or who head the major divisions."

Educational Needs Within Areas of Mana erial Res onsibility

Top managers were asked to indicate which of 48 suggested courses they

"Should Have," "Could Use," or "Don't Really Need." They were also

asked to indicate the courses needed by those they supervise. The

courses were in the following areas of managerial responsibility:

General Management (14 subjects)

Behavioral Science and Management (6 subjects)

Communications Techniques (4 subjects)

Economics (2 subjects)
Quantitative Methods Applied to Business and Industry (2 subjects)

Industrial Relations and Personnel Management (7 subjects)

Financial Management (4 subjects)

Manufacturing and Production (3 subjects)

Marketing (4 subjects)
International Management (2 subjects)

The courses for which the 20 top managers indicated a "Should Have" need

of 50 percent or more were:

"Should Have"
Percent

Communication in the Organization
72

Managerial Motivation ..... 9 68

Working Effectively with Individuals and Groups 63

Incentives
58

Management Development OOOOOOOO . . 53

Fundamentals of Financial Reporting and Statement Analysis. . 50
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Fifty percent or more of the top managers indicated that those they

supervise needed the following courses:

"Subordinates'
Needs"

Percent

Management Development
82

Human Aspect of Management
68

Working Effectively with Individuals and Groups 68

Communication in the Organization 67

Managerial Motivation
63

Criteria and Selection of Personnel 53

Effective Utilization of Manpower Resources and Allocation. 53

Listening Skills
53

Performance Appraisal and Counseling Techniques 53

Effective Speaking
50

Personnel Policy Affecting Employment Practices 50

Tables 1 through 9 show the extent of the top managers' needs fur each

subject noted, ranked according to the "Should Have" response. Also

included, in the "Subordinates' Needs" column, are the subjects indicated

by top management as being needed by those they supervise.

TABLE 1

GENERAL MANAGEMENT
(N=20)

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent

Industrial Organization and

Percent Percent

Administration 47 89 32

Overall Strategy and Goals . . . 45 80 20

Management Reporting Systems . . 40 80 25

Long-range Planning and Fore-

casting for Corporate Growth 40 80 10

Effective Utilization of
Manpower Resources and

Allocation 40 67 53

Improving Decision Making of

Managers 37 84 47

Policy Formation 37 79 42

Ethical Considerations in
Business 32 58 21

Managing Major Change in
Organizations 25 63 25

Impact of Computer Technology. 21 58 26

Impact of Science and Technology

on Business Management 20 55 20

Management of Research and

Development 19 56 19

Impact of Government Legislation

and Controls on Business 15 30 5

Impact of Multinational Aspects

of Planning and Control 12 12 12
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TABLE 2

BEHAVIORAL SCIENCE ANT) MANAGEMENT
(P119)

"Should Have"
"Should Have"

and "Could Use"
"Subordinates'

Needs"

Percent

Communication in the

Percent Percent

Organization ..... 72 10(J 67

Managerial Motivation 68 95 63
Working Effectively with

Individuals and Groups . . . . 63 95 68

Human Aspect of Management 37 84 68

Creativity and Innovation . . . 11 67 22

Political, Social, and Cultural
Trends and Their Impact on
Business Management 6 19 13

TABLE 3

COMMUNICATIONS TECHNIQUES
(N=19)

"Should Have"
Percent

"Should Have"
and "Could Use"

Percent

"Subordinates'
Needs"
Percent

Effective Speaking 44 78 50

Effective Written Communications 33 67 44

Listening Skills 32 63 53

Effective Reading Skills . . 24 53 29

TABLE 4

ECONOMICS
(N=18)

"Should Have"
Percent

"Should Have"

and "Could Use"
Percent

"Subordinates'
Needs"
Percent

Economic Trends 12 47 6

Comparative Economic Systems . 6 17 17
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TABLE 5

QUANTITA:77IVE METHODS APPLIED TO BUSINESS AND INDUSTRY

(N=18)

"Should Have" "Subordinates'

"Should Have" and "Could Use" Needs"

Percent Percent P.:rcent

Statistical Decision Theory. . 12 65 12

Survey Course on Quantitative
Methods 6 44 22

TABLE 6

INDUSTRIAL RELATIONS AND PERSONNEL MANAGEMENT

(N=14)

"Should Have"

"Should Have"
and "Cculd Use"

"Subordinates'
Needa"

Percent Percent Percent

Incentives 58 8F* 32

Management 7)evelopment 53 68 82

Criteria and Selection of
Personnel 47 68 53

Personnel Policy Affecting
Labor-Management Relations . 35 8C 35

Personnel Pclicy Affecting Wage
and Salary Structure 35 70 30

Personnel Policy Affecting
Employment Practices 28 67 50

Performance Appraisal and
Counseling Techniques 26 68 53

TABLE 7

FINANCIAL NANAGEMENT
(N=19)

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent

Fundamentals of Financial
Reporting and Statement

Percent Percent

Analysis 50 61 11

Financial Planning and

Forecasting 47 88 12

Managerial Accounting and

Budgeting 39 61 22

Capital Budgeting 26 72 6
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TABLE 8

MANUFACTURING AND PRODUCTION
(N=19)

"Should Have" "Subordinates'
"Should Have" and "Could Use" Needs"

Percent Percent Percent

Operations Planning and Control 39
Planning and Utilization of

Physical Facilitiec 28

Operations Research Applied to
Production 26

TABLE 9

MARKETING
(N=19)

94

7S

39

28

16

"Should Have" "Subordinates'
"Should Have" and "Could Use" Needs"

Percent Percent Percent

Pricing 37 68 47

Marketing Research 35 65 24

Product Planning ... 33 67 39

Logistics Planning 18 2'.; 18

INTERNATIONAL MANAGEMENT

No top managers reported that they "Should Have" either of the two courses
included: International Understanding or International Economic Analysis.
There was no need for these subjects on the part of those they supervise.
Two managers (12 percent) reported that they "Could Use" a course in
International Understanding.

7
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MIDDLE MANAGEMENT

In the category of Apparel, Textiles, and Leather 23 middle managers from

17 companies completed the questionnaire. Middle managers were defined as

"peL.sonnel assigned to executive duties in the area between senior execu-

tives and supervisors." Middle managers indicated preferences for courses.

They also included information on their personal, educational and professional

background methods of updating, and company attitudes toward education.

Educational Needs Within Areas of Managerial Responsibility

The six areas of the questionnaire answered by all middle managers were

as follows:

General Management (13 subjects)
Behavioral Science and Management (7 subjects)

Communication (7 subjects)
Economics (8 subje,zts)
Quantitative Methods Applied to Business and Industry (15 subjects)

Computer Operations and Data Processing (4 subjects)

Middle managers were asked to indicate which of these 54 courses listed in

the questionnaire they "Should Have," "Could Use," or "Don't Really Need."

They were also asked to indicate the courses needed by those they super-

vise.

The following courses were xated "Should Have" by 50 percent or more of

the middle managers:

"Should Have"
Percent

Working Efficiently with Individuals 71

Effective Communication in the Organization . . 61

Management Development 61

For those they supervise, nc middle managers reported a need for any of the

courses as great. as 50 percent. The highest needs reported were the

following:

Working Efficiently with
Effective Utilization of

Allocation
Superviso:y Training and

"Subordinates'
Needs"
Percent

Individuals 38

Manpower Resourceo and
35

Employee Development . . . 33

r:ables 10 through 15 present the data on the sin general areas of managerial

responsibility which were answered by all the middle managers in the Apparel,

Textiles, and Leather category.
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TABLE 10

GENERAL MANAGEMENT
(N=21)

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent

Working Efficiently with

Percent Percent

Individuals 71 100 38

Management Development 61 83 22

Supervisory Training and

Employee Development 44 72 33

Criteria and Selection of

Personnel for Promotion. 44 56 11

Effective Utilization of
Manpower Resources and

Allocation 40 60 35

Performance Appraisal and

Counseling Techniques 39 72 28

Principles and Analysis of

Office Systems 38 75 19

Long-range Planning and Fore-

casting for Corporate Growth . 29 53 18

The Application of Information
Technology on Decision Making. 28 44 17

Impact of Science and Technology

on Business Management . . . . 22 67 17

Impact of Government Legislation

and Controls on Business 22 50 17

Impact of Computer Technology. 22 39 11

Analyzing Organizational
Behavior 16 74 11

TABLE 11

BEHAVIORAL SCIENCE AND MANAGEMENT

(N=18)

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent

Understanding Group Interaction

Percent Percent

and Behavior 39 67 22

Creativity and Innovation. 33 67 28

Human Aspect of Management 33 67 17

Management Psychology 22 67 6

Industrial Sociology 17 44 11

Social and Cultural Trends and

Their Impact on Business

Management 17 44 6

Impact of Consumer Behavior on

Management 6 47 6
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TABLE 12

COMMUNICATION
(N=18)

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent

Effective Communication in the

Percent Percent

Organization 61 72 11

Effective Reading Skills . . . 42 63 21

Business Letter Writing 41 53 18

Conference Leadership 39 61 11

Oral Presentation of Reports . 37 58 21

Listening Skills 28 89 28

Effective Report Writing . . . . 28 44 17

TABLE 13

ECONOMICS
(N=18)

Economics of Production and

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent Percent Percent

Cost 39 67 22

The Price Mechanism 28 44 17

Economic Trends 11 44 6

Economics of Technology and
Innovation 11 28 11

Fundamentals of Economics. . 11 28 0

Comparative Economic Systems . . 6 22 6

International Economics 6 22 6

The Economic Systems of the

United States 0 17 6
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TABLE 14

QUANTITATIVE METHODS APPLIED TO BUSINESS AND INDUSTRY

(N=19)

"Should Have" "Subordinates'

"Should Have" and "Could Use" Needs"

Percent Percent Percent

Replacement Management . . . . 44 50 6

Inventory Management 33 67 22

Review of Basic Mathematics. . 32 58 21

Statistical Decision Theory 28 50 11

Improving Decision Making of

Managers 22 44 11

Linear Programming 17 28 11

Applying Program Evaluation and
Review Techniques (PERT) . 11 28 6

Statistical Procedures and
Methods 11 22 17

Probability Theory 11 17 17

Dynamic Programming 11 11 11

Analytic Geometry. . OOOO 6 17 6

Waiting Lines 0 17 6

Calculus of Infinite Series. . 0 6 6

Calculus of Finite Differences 0 0 6

Matrix Algebra 0 0 6

TABLE 15

COMPUTER OPERATIONS AND DATA PROCESSING

(N=18)

"Should Have" "Subordinates'

"Should Have" and "Could Use" Needs"

Applying the Computer to
Problems of Business and
Management

Data Systems and Processing. .

Fundamentals of Programming for
Computer Operations

Mathematics for Digital
Computers

Percent Percent Percent

39 50 17

22 50 11

17 39 17

6 22 11
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If the middle managel:Is area of major responsib.Aity was not included

in the preceding he was asked to complete the one of seven additional

areas that most closely corresponded to his special area of work. These

were:

Industrial Relations and Personnel Management (3 subjects)

Financial Management (6 subjects)
Manufacturing and Production (10 subjects)

Marketing (9 subjects)
Sales Management (5 subjects)
International Management (10 subjects)

Research and Development (5 subjects)

Only a small number of managers reported that their major responsibilities

were in the areas listed above. The follawing tables, 16 through 22, show

the responses for these special areas of work:

TABLE 16

INDUSTRIAL RELATIONS AND PERSONNEL MANAGEMENT

(11=11)

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent Percent Percent

Management and Labor Relations 63 100 25

Job Analysis and Job Evaluation
Methods 63 63 25

In-plant Training 50 75 13

Salary and Wage Administration 38 75 /3

Industrial Safety and Medical
Services 38 5C 13

Recruiting, Interviewing,
S:lection, Assessment of
Personnel and Promotion 36 91 9

Employee Benefit Plans 33 78 11

Maintaining Efficient and Up-
to-Date Personnel Records. . . 33 67 22



TABLE 17

FINANCIAL MANAGEMENT
(Nal0)

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent Plment Percent

Budgets 50 CO 10

Fundamentals of Financial
Zeporting and Statement
Analysis

tiny Developments in Equipment

lleplacement Policy

50

40

7C

10C

20

1C

Managerial Accounting 30 0 20

Te;:es 30 CO 2C

Financial Planning and
Forecasting 30 CO 10

TABLE 18

MANUFACTURING AND PRODUCTION
(N=15)

"Should Have"

"Should Have" and "Could Use"

"Subordinates'
Needs"

Percent Percent

Production Planning and Control

Percent

Management 71 C6 29

Methods Analysis and Work
Simplification 50 S3 36

Value Analysis 50 79 29

Maintenance Planning and
Control 43 64 21

Quality Control 40 73 20

Materials Handling 38 92 31

Inventory Management 38 77 23

Automation 36 7S 29

Organization and Management of
Purchasing Operations 31 77 15

Engineering Economy 21 50 14
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TABLE 19

MARKETING
(N=6)

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent Percent Percent

Marketing Research . . 33 67 17

Marketing Management . . 33 50 17

Fundamentals of Marketing. . . . 20 80 40

Product Planning ...... . 17 83 0

Brand Marketing 17 67 17

Fundamentals of Pricing . 17 67 17

Physical Distribution Methods. 17 50 17

Application of Management
Science and Computers to
Marketing Problems 0 17 17

Packaging Design and Development 0 17 17

TABLE 20

SALES EANAGEMENT
(N=6)

"Should Have" "Subordinates'

"Should Have" and "Could Use" Needs"

Percent Percent Percent

Motivating Salesmen 17 33 33

Compensation of Field Salesmen 17 33 17

Selection and Evaluation of
Field Salesmen . . 17 33 17

Supervision of Field Salesmen. 17 17 17

Training of Field Salesmen . 0 33 17
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TABLE 21

INTERNATIONAL MANAGEMENT
(No6)

"Should Have"

"Should Have"
and "Could Use"

"Subordinates'
Needs"

Percent

Appraising and Developing

Percent Percent

Foreign Markets. ...... 17 33 17

International Economic

Organizations ..... 0 33 17

International Understanding 0 33 17

Cammercial Policy and Trade

Control 0 17 17

Monetary Exchange Problems . . 0 17 17

United States Foreign Economic

Policy 0 17 17

British Commonwealth, United

Nations, including Interna-

tional Monetary Fund and

World Bank and Their Role

in World Trade 0 0 17

International Economic Analysis. 0 0 17

International Law OOOOOO 0 0 17

Sources of Funds: Financing of

Day-to-Day Transactions 0 0 17

TABLE 22

RESEARCH AND DEVELOPMENT
(N=7)

"Should Have"

"Should Have" and "Could Use"

"Subordinates'
Needs"

Percent

Planning Budgeting and Control

Percent Percent

of Projects 33 33 33

Supervision and Management of

Research 29 57 29

Guidelines for Selecting and

Appraising New Projects 17 50 33

Evaluation of the Research and

Development Programs 17 50 17

Building Research and
Development Teams OOOOO 17 17 17

15



Back round Inform; ion of addle Managers

Personal, Educational, and Professional Background

Twenty-two percent of the 23 middle managers in Apparel, Textiles,

and Leather were 40 years of age or younger. Eighty-six percent had

completed high school and 22 pecent had the bachelor's degree. One

person had the master's degree. Two persons had major fields of

college study in each of the follwing fields: business administration,

engineering, and liberal arts.

The major areas of work responsibility were: manufacturing (26 per-

cent); administration (22 percent); and finance (13 percent).

Methods of Updating

Fifty-two percent (N-12) of the middle managers would take a credit

course and 61 percent (N-14) would take a non.credit course if they

were offered locally.

None of the managers was currently enrolled for a college degree.

Three said they planned to enroll, one for the associate degree, one

for the bachelor's and one for the master's. Two planned to enroll

in business administration.

However, eighty-seven percent (N-20) had no plans to enroll for

further formal education and their reasons follow:

TABLE 23

REASONS FOR NOT UNDERTAKING ADDITIONAL FORMAL EDUCATION

Number Percent

Managers, Managers

Job demands no more education 4 20

Don't have the time 3 15

Cannot afford it 3 15

Not a high school graduate 3 15

Wot interested 3 15

Live too far from educational center 2 10

Other (not specified) 2 10

Total 20 100
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The variety of educational methods used for updating within the
past four years .1c. shown below:

TABLE 24

EDUCATIONAL METHODS USED FOR UPDATING WITHIV THE PAST FOUR YEARS
(N=23)

Number Percent
Listy jigas lama;

Workshops or seminars on managerial topics. 7 30

Attendance at regional or national meetings
of professional societies 5 22

Managerial development within company . . . 3 13

Company in-service training courses 2

Many sources of information were used by the middle managers to
keep up with new developments. Table 25 lists these iources.

TABLE 25

SOURCES OF INFORMATION USED IN UPDATING
(N=19)

Percent

%
r400
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6..W 0
93 lid
A rim

0
(180
w
W W
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04 =

0
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4
A

cu 14
1/3 CDA >

4Ao
W0 t9A =

0
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= 4
M

r-o 4:4
0
0 144

o-i

In-plant reports and bulletins. .

liscussion with company personnel
(informal or formal)

74

66

13

28

13

0

0

6

0

0
Subordinate-superior discussions
or meetings 50 50 0 0 0

Manufacturer's literature 44 33 6 6 11

Scientific and technical journals 29 13 18 29 6
Management journals 26 36 11 16 11

Technical books, reports, abstracts
and indexes 24 24 18 34 0

Business reports 21 52 16 11 0

Lectures, conferences, workshops,
and seminars 13 2C 54 13 0

Use of consultants 7 13 20 60 0

Professional society meetings . 7 7 33 53 0
Company in-service courses 0 13 20 47 20
College and university evening
courses 0 6 C 81 13

College and university day courses. 0 0 C 100 0
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Middle managers responded to a listing of seven educational media,

other than classroom instruction, through which they would take

courses. Their replies follow:

TABLE 26

PREFEWINCE FOR MEDIA OF COURSE PRESENTATION
(N=23)

Number
Managers

Percent
Managers

Correspondence courses 10 44

Programmed instruction 9 39

Educational television 6 17

Courses recorded on records 4 17

Courses recorded on tapes 1 4

There was no demand for two-way telephone or radio courses.

Company Attitudes Toward Education

Of the 21 managers responding to a question on the attitude of

their immediate superior toward continuing their education, 38

percent said he encouraged them while 62 percent said he was

noncommittal.

Middle managers reported their perception of company attitudes

toward participation in professional and educational activities.

(Table 27)

TABLE 27

MANAGERS' PERCEPTION OF COMPANY POLICY

TOWARD

Attend professional

PRCfESSIONAL DEVELOPMENT
(N=23)

Encourages Noncommittal Disccinrages Do Not Know

Percent Percent Percent Percent

meetings 67 28 0 6

Attend company training
courses 60 20 0 20

Attend seminars or work-
shops away from the
company 59 24 6 12

Enroll for advanced work 42 42 0 16

Write technical and
professional papers. . 40 40 0 20

Hold office in pro-
fessional societies. 28 56 0 17

Educational leave of
absence 5 24 19 52
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Only 26 percent of the middle managers reported that their company
provided in-service r:aining; 74 percent said that it did not
Seventy percent said that such training was completely on company
time, 20 percent said it was partly on company time, and ten percent
did not know.

Thirty percent of the managers reported that their company hed an
educational assistance plan for payment of tuition. Sixty-five
percent said it did not and five percent did not know. Sixty-four
percent said the course had to be job-related in order to qualify
for financial assistance.

Only six middle managers replied to a question on the proportion
of tuition which would be paid by the company. Four said that
almost all of it would be paid, and two said that half would be
paid. Two managers said that $300 oy above was the maximum
amount of assistance paid per year.

One manager said the availability of firancial aid stongly
encouraged him to undertake further education; one said that
it partially influenced him, and four said it had no effect on
their educational plans.

rInsT-LINE SUPERVISION

Thirty-one first-line supervisors from the 17 companies in the category
of Apparel, Textiles, and Leather completed the questionnaire. First-line

supenlisors were defined as "those whose major responsibilities have to
do with supervisory and foreman activities." The supervisors responded
to a listing of 16 course titles in the area of supervisory responsibility.

They provided information on their personal, educational, and professional
background, methods of updating, and company attitudes toward education.

Educational Needs

The supervisors were asked to indicate which of the 16 courses they "Should

Have," "Could Use," or "Don't Really Need." The following courses were

rated "Should Have" by 5C percent or more of the supervisors:

"Should Have"
Percent

Fundamentals of the Supervisor's Job 58

The Tools and Techniques of Effective Supervision 52

Leadership 50

Table 28 gives the "Should Have" and the combined "Should Have" and "Could
Use" needs for the entire listing of 16 courses, according to four groupings.



TABLE 28

FIRST-LIN2 SUPERVISION TRAINING NEEDS
(N=31)

Princi les of Su ervision

Fundamentals of the Supervisor's Job
The Tools and Techniques of Effective

Supervision
Decision Making
Supervisor's Role in Company Economics

Inter-Departmental Cooperation
Supervisor's Role in Employee Discipline

Atial.cold Ewa lua t ion
Safety
Employee Training
Evaluation of Employee Performance

The Supervisor and the Union

Grievance Procedure and Arbitration. .

Labor Relations
Labor Relations Legislation

Developing Those We Supervise

Leadership
Human Aspect of Management

Communications
Developing the Work Term

"Should Have"

"Should Have"
and "Could Use"

No. No.

. 18 58 27 87

15 52 26 90

13 43 23 77

. 11 35 24 77

10 33 25 83

. 10 33 23 77

11 38 24 83

9 29 26 84

7 23 24 77

.
,u 27 20 67

5 17 12 41

2 7 12 43

15 50 28 93

10 32 30 97

8 27 20 67

7 23 23 77

Apampund Information of First-Line Supervisors

Personal, Educational, and Professional Background

Forty-five percent (N=14) of the first-line supervisors were 40

years of age or younger. Seventy-seven percent (N=23) had completed

high school. One supervisor had the bachelor's degree in liberal

arts and one had the master's degree in business administration.

Two persons had gone to business school and six to trade school.

The major field of work was manufacturing, 64 percent.
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Methods of Updating

Thirty-nine percent (N=12) of the supervisors would take a credit
course and 74 percent (N.23) would take a non-credit course if
they were offered locally.

No supervisors were either enrolled or planning to enroll for a
college degree.

The supervisors' reasons for not undertaking additional formal
education are shown below:

TABLE 29

REASCNS FOR NOT UNDERTAKING ADDITIONAL FORMAL EDUCATION

Number
Supervisors

Percent
Supervisors

Don't have the time 7 28
Cannot afford it 6 24
Job demands no more education 3 12
Not a high school graduate 3 12
Not interested 3 12
Live too far from educational center . 1 4
Can do better on my own 1 4
Other (not specified) 1 4

Total 25 100

First-line supervisors had used a variety of educational methods for
updating within the past four years.

TABLE 30

EDUCATIONAL METHODS USED FOR UPDATING WITHIN THE PAST FOUR YEARS
(N-31)

Workshops or seminars on managerial

Number
Supervisors

Percent
Supervisors

topics 8 26
Company in-service training courses. . 3 10
Correspondence courses 3 10
Managerial development within company. 2 6
High school courses 1 3
Short refresher courses at colleges or
universities 1 3

Attendance at regional or national
meetings of professional societies . . 1 3

Workshops or seminars in liberal arts
or humanities 1 3

21



The sources of information used by first-line supervisors in keeping

up to date with new develcpments are shown in the following table:

TABLE 31

SOURCES OF INFORMATION USED IN UPDATING
(N=25)

Percent

Discussion with company personnel
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(informal or formal) 68 28 0 4 0

In-plant reports and bulletins . . . 53 22 4 4 17

Subordinate-superior discussions
or meetings 49 43 4 4 0

Manufacturer's literature 40 24 24 4 8

Business reports 29 21 25 21 4

Management journals 28 36 8 20 8

Lectures, conferences, workshops,
and seminars 14 45 14 18 9

Technical books, reports, abstracts,
and indexes 14 19 14 39 14

Scientific and technical journals 10 1:' 24 42 5

Professional society meetings. . . . 9 13 22 52 4

Company in-service courses 5 23 5 32 35

Use of consultants 5 14 43 33 5

College and university day courses 5 0 0 90 5

College and university evening
courses 0 0 5 81 14

First-line supervisors checked a listing of seven educational media,

which did not include formal classroom instruction, to show their

preference for media of course presentation. (Table 32)
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TABLE 32

PREFERENCE FOR MEDIA OF COURSE PRESENTATION
(N=31)

Number
aeervisors

Percent
Supervisors

Correspondence courses 10 58

Programmed instruction 10 32

Courses recorded on records 5 16

Educational television 4 13

Courses recorded on tapes 4 13

Two-way radio courses 1 3

Two-way telephone courses 1 3

Company Attitudes Toward Education

Twenty-seven supervisors responded to a question on the
of their immediate superior toward continuing education.
63 percent reported that their superior encouraged them
percent said he was noncommittal.

attitude
Of these,

and 37

The attitude of the company as perceived by first-line supervisors
toward participation in educational and professional activities is

reported in Table 33. The high percent who did not know company
policy indicates either a lack of policy or a lack of communication

TABLE 33

SUPERVISORS'.PERCEPTION OF COMPANY
POLICY TOWARD PROFESSIONAL DEVELOPMENT

Attend professional

(g=26)

Encourages Noncommittal Discourages Do Not Know

Percent Percent Percent Percent

meetings 71 5 5 19

Attend company training
courses 65 10 25

Enroll for advanced work 56 12 4 28

Attend seminars or
workshops away from
the company 53 13 4 30

Hold office in
professional societies 40 30 0 30

Educational leave of
absence 19 0 73

Write technical and
professional papers. . 10 40 0 50
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RECOMMENDATIONS

For the total report, "Managerial and Supervisory Educational Needs of
Business and Industry in Pennsylvania," the following recommendations
were made:

For the University

I. The need for additional training in the area of communications --
such subjects as report writing, effective speaking, conference
leadership -- was strong for all three levels of management and
also for those supervised by top and middle management. The

University should expand its programs in this field and make
them available at locations convenient to business and industry.

2. Management development was much needed by both top and middle
management and those they supervise. While historically the
University has been a leader in this field, its efforts should
be intensified.

3. Middle management expressed a high ned for themselves and for
those they supervise in human relations. The number of programs

in this field should be increased at the local level by the

University.

4. To meet the significant educational needs presented quantitatively
by this study, the University should ezpand its offerings of
courses, seminars, workshops and institutes for all three levels

of management, and make them available at convenient location.

When classroom instruction was excluded, the largest number of
middle managers and first-line supervisors said they would take
courses by programmed instruction, correspondence, and educational
television. Consideration should be given to offering more courses
using these three media to help meet the self-perceived educational
needs of managers and supervisors.

For Business and Industry

I. Information on company policies toward palticipation in educational
activities should be much more widely disseminated among middle
managers and first-line supervisors. A large percentage do not know

the policy of their company.

2. Companies should encourage their employees to take advantage of
financial aid which is available for education.

3. The fact that a large number of management personnel felt their
superiors' attitude toward their further education was noncommittal
makes it necessary for the company to take steps to remedy this
condition.
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4. Companies should help their managers to realize and meet the needs

presented by the increasing complexity of modern business and

industry. A number of the subjects which appear to be an integral

part of modern management were not perceived as needed by the

managers and supervisors who took part in this study.

5. Since the participants felt that the most frequent method of

obtaining new information for updating was through discussion with

company personnel, the company should be aware of the great potential

of this means of dissemination of information.

S. Since about four out of ten managers are employed in companies which

do not have in-service educational programs, consideration should be

given to the development of additional in-service educational programs.

7. Companies should find ways of motivating their employees to avoid

obsolescence in a rapidly changing, competitive business world.

8. Greater consideration should be given to the use of all available

educational media, such as programmed instruction, correspondence

courses, educational television, and attendance at professional

meetings and workshops.

For the Individual Plana er and Su ervisor

I. The individual should take the initiative in selecting the most

appropriate media to help him grow with the job and meet the

challenges of the future.

2. He should be aware of available financial assistance plans and

other educational activities provided by his company which may aid

him in meeting his educational objectives.

Fcr Professional Associations

1. Professional associations should assist the companies in encouraging

more educational activities by sponsoring workshops and meetings,

subsidizing training activities, and aid in the dissemination of

information to prevent technological and managerial obsolescence.
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PUBLICATIONS OF THE DEPARTMENT OF PLATTING STUDIES

"Educational Needs o;-: Managers and Supervisors in Cities, Boroughs, and

Townships in Pennsylvania" 1!:68 ($2.00)

"Managerial and Supervisory Educational Feeds of Business and Industry

in Pennsylvania" 1967 ($5.0C)

"Survey Report of Managerial and Supervisory Educational Feeds of Business

and Industry in Pennsylvania" 1967 ($1.00)

Specific Reports by Industrial Category from "Managerial and Supervisory

Educational Needs of Business and Industry in Pennsylvania" ($1.0C each):

M-63 Banks
14-64 Chemical, Rubber, and Plastic Products

14-65 Construction
M-66 Department Stores
14-67 Electrical Machinery
14-68 Fabricated Metal Products
14-69 Food and Kindred Products
M-70 Insurance
M-71 Machinery (Except Electrical)
M-72 Petroleum Refining
14-73 Primary Metals
14-74 Professional, Scientific, and Controllirog Instruments

14-75 Railroads
14-76 Stone, Clay, and Glass Products
14-77 Telephone and Telegraph
14-78 Transportation
14-79 Transportation Equipment
M-80 Gas and Electric Utilities
14-81 Apparel, Textiles, and Leather

"Research Report of Continuing Professional Education for Engineers in

Pennsylvania" 1965 ($5.0C)

"Survey Report of Continuing Professional Education for Engineers in
Pennsylvania" 1965 ($3.5C)

Fifty-three specific reports from "Research Report of Continuing
Professional Education for Engineers in Pennsylvania," in such categories

as engineering fields, industrial categories, plant size, and geographic

are3s ($2.50 each):.

Engineering Fields:

E-1 Chemical
E-2 Civil
E-3 Electrical-Electronics
E-4 Electrical-Power
E-5 Engineering-General
E-6 Industrial
E-7 Mechanical
E-8 Metallurgical
E-9 Mining



Industrial Groups:

E-10 Aircraft, Motors, and Parts
E-11 Chemical and Allied
E-12 Electrical Machinery and Equipment
E-l3 Machinery
E-14 Mining
E-15 Paper and Allied
E-16 Petroleum Rmfining
E-17 Primary Metals
E-18 Professional, Scientific, and Controlling Instruments
E19 Research and Consulting Laboratories
E-20 Transportation
E-21 Electric Utilities
E-22 Gas Utilities
E-23 Telephone and Telegraph
E-24 Water Utilities
E-53 Construction
E-25 State Government Employees

"The Determination and Measurement of Supervisory Training Needs of Hospital
Personnel -- A Survey of Pennsylvania Hospitals" 1965 ($2.25)

Specific Reports by Hospital Departments from "The Determination and
Measurement of Supervisory Training Needs of Hospital Personnel -- A
Survey of Pennsylvania Hospitals" ($.75 each):

Continuing Professional Educational Needs of:

H-54 Hospital Administrators
H-55 Nursing Service and Nursing Education
11-56 Supervisory Personnel in the Dietary Department
H-57 Supervisory Personnel in the Engineering and Maintenance

Department
11-58 Supervisory Personnel in the Business Office and Purchasing

Department
H-59 Supervisory Personnel in the Medical Records Department
H-60 Supervisory Personnel in the Institutional Care Departments
H-61 Personnel Directors
H-62 Supervisory Personnel in the Clinical and Radiology Labora-

tories

The above publications may be
purchased from:

Continuing Education Business Office
J. Orvis Keller Build;ng
The Pennsylvania State University
University Park, Pennsylvania 16802
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Information about the above publications
may be secured from:

Department of Planning Studies
One Shields Building
The Pennsylvania State University
University Park, Pennsylvania 16CC2


